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DEPARTMENT  OF  MLIITARY  AFFAIRS 

STATE  OF  MONTANA  DEC  1  5  197/ 
OFFICE  OF  THE  ADJUTANT  GENERAL 

HEIENA,  MONTANA  59601  MONTANA  STATE  LIBRARY 

930  E  Lyndile  Ave. 

Regulation  H-ife'in.  Montana  59S01 

No.  310-2         '  15  November  1976 

Military  Publication 
DISTRIBUTSM  KEY  OF  OTAG  PUBLICATIONS 

1.  PURPOSE,  This  regulation  is  intended  to  furnish  distribution  guid- 
ance to  personnel  who  prepare  and  distribute  official  OTAG  publications, 

2.  SCOPEo  The  provisions  of  this  regulation  are  applicable  to  propo- 
nents of  regulatory  publications,  letters  and  orders  with  the  Office  pf 
the  Adjutant  General  and  personnel  making  distribution  of  these  publica- 
tions and  correspondence o 

3.  AUTHORITY,  Distribution  authority  is  vested  ^.n  the  Office  of  the 
Adjutant  General  as  prescribed  by  applicable  Department  of  the  Army  and 
National  Guard  Bureau  directives. 

k.     DISTRIBUTION  KEY, 

a.  A  distribution  key  for  various  types  of  publications  is  shown  in 
appendices  A  and  B,  This  key  will  be  included  on  publications  in  the  same 
manner  as  the  DISTRIBUTION  shown  on  this  regulation. 

b.  The  proponent  of  correspondence  and  publications  that  require 
distribution  wills 

(1)  If  it  is  a  letter  or  message  form  type  correspondence,  the 
originator  will  place  in  the  addressee  portion  the  words  "SEE  DISTRIBUTION" 
and  on  the  LEFT  MRGIN  of  the  signature  line  state  the  desired  distribution 
in  accordance  with  the  distribution  key  as  shown  in  appendices  A  and  B. 

(2)  If  it  is  a  regulatory  publication,  SOP  or  Plan,  the  desired  dis- 
tribution selected  from  appendices  A  or  B,  or  special  distribution  as  ex- 
plained in  paragraph  5  below  will  be  shown  on  the  last  page  of  publication 
under  the  authentication  stamp, 

5«  SPECIAL  DISTRIBUTION,  Distribution  of  publications,  orders  and  corres- 
pondence not  listed  in  appendices  A  or  B  will  be  labeled  Distribution  (s) 
and  the  recipients  listed  on  the  publication. 

6.  CLASSIFIED  PUBLIGATlONSo  Distribution  of  classified  publications  will 
be  limited  to  headquarters ^  offices  and  personnel  requiring  the  information 
on  a  "need  to  know"  basis.  Control  handling  and  marking  will  be  in  accor- 
dance with  AGO  Reg  38O-5  and  AR  38O-5,  Distribution  schedule  will  be  listed 
on  the  publication. 
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7.  FOR  OFFICIAL  USE  ONLY  (FOUO).  Distribution  of  FOUO  publications 
will  be  limited  to  headquarters,  offices  and  personnel  requiring  tbe 
information.  Distribution  schedule  will  be  listed  on  the  publication. 
Control,  handling  and  marking  will  be  in  accordance  with  AR  S'+O-lb, 
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REMARKS: 

•«This  means  ^   copies  of  an  o:L->der  for  each  trainee,   (i.e.  3  trainees 
on  one  order  -  USPFO  would  require  12  copies  of  the  order) 

**2  Copies  of  2ach  o:."der  containing  members  of  the  l63d  Armd  Cav  plus 
1  additional  copy  of  each  officer/warrant  officer  on  the  order  for 
the  163d  Armd  Cav  of:rice:-'"/warrajit  officer  information  file. 
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REMARKS: 
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DISTRIBUTION  KEY  -  OTA.G  PUBLICATIONS 
APPENDIX  C  -  AGO  REGUIATION  MMBSR  310-2,  15  November  ;1976 

1.  Each  State  Agency  is  required  by  law  to  deposit  four  (k)   copies  of 
each  of  its  publications  with  the  Montana  State  Library, 

2.  Fo\xr  (k)   copies  of  the  following  "B"  distribution  items  will  be 
forwarded  by  State  Messenger  Service  to  the  Montana  State  Do.cuments  Dis- 
tribution Center,  Montana  State  Library,  930  East  Lyndale  Ave".,  Helena,  MT. 
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No.  310-2  ■.  7  Octobe*lett(S87 Montana  59601 

Military  Publication 
DISTRIBUTION  KEY  OF  OTAG  PUBLICATIONS 

1.  PURPOSE.  This  regulation  is  intended  to  furnish  distribution  guid- 
ance to  personnel  who  prepare  and  distribute  official  OTAG  publications. 

2.  SCOPE.  The  provisions  of  this  regulation  are  applicable  to  propo- 
nents of  regulatory  publications,  letters  and  orders  with  the  Office 
of  the  Adjutant  General  and  personnel  making  distribution  of  these 
publications  and  correspondence. 

3.  AUTHORITY.   Distribution  authority  is  vested  in  the  Office  of  the 
Adjutant  General  as  prescribed  by  applicable  Department  of  the  Army 
emd  National  Guard  Bureau  directives. 

li.   DISTRIBUTION  KEY. 

a.  A  distribution  key  for  various  types  of  publications  is  shown 
in  appendices  A  and  B.  This  key  will  be  included  on  publications  in 
the  same  manner  as  the  DISTRIBUTION  shown  on  this  regulation. 

b.  The  proponent  of  correspondence  and  publications  that  require 
distribution  will: 

(1)  If  it  is  a  letter  or  message  form  type  correspondence,  the 
originator  will  place  in  the  addressee  portion  the  words  "SEE  DISTRI- 
BUTION" and  on  the  LEFT  MARGIN  of  the  signature  line  state  the  desired 
distribution  in  accordance  with  the  distribution  key  as  shown  in  ap- 
pendices A  and  B. 

(2)  If  it  is  a  regulatory  publication,  SOP  or  Plan,  the  desired 
distribution  selected  from  appendices  A  or  B,  or  special  distribution 
as  explained  in  paragraph  5  below  will  be  shown  on  the  last  page  of 
publication  under  the  authentication  stamp. 

5.  SPECIAL  DISTRIBUTION.  Distribution  of  publications,  orders  and 
correspondence  not  listed  in  Appendices  A  or  B  will  be  labeled  Dis- 
tribution (S)  and  the  recipients  listed  on  the  publication. 

6.  CLASSIFIED  PUBLICATIONS.   Distribution  of  classified  publications 
vrill  be  limited  to  headquarters,  offices  and  personnel  requiring  the 
information  on  "a  need  to  know"  basis.   Control  handling  and  marking 
will  be  in  accordance  with  AGO  Reg  380-5  and  AR  380-5.   Distribution 
schedule  will  be  listed  on  the  publication. 
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7.   FOR  OFFICIAL  USE  ONLY  (FOUO).   Distribution  of  FOUO  publications 
will  be  limited  to  headquarters,  offices  and  personnel  requiring  the 
information.  Distribution  schedule  will  be  listed  on  the  publication. 
Control,  handling  and  marking  will  be  in  accordance  with  AR  340-16. 
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*This  means  4  copies  of  an  order  for  each  trainee.   (i.e.  3  trainees 
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Office  Management 
OFFICIAL  MAIL 

1.  PURPOSE.   This  regulation  prescribes  the  policy  of  the  Adjutant 
General  concerning  official  indicia  "Postage  and  Fees  Paid",  Depart- 
ment of  the  Army  mailing. 

2.  SCOPE.   The  provisions  of  this  regulation  apply  to  all  organiza- 
tions, units,  staff  sections  and  individuals  using  official  indicia 
mailing  privileges. 

3.  USE  OF  OFFICIAL  MAIL.   US  Code  and  Army  Regulations  contain  clear 
and  specific  restrictions  on  the  use  of  indicia  postal  matter.  Es- 
sentially, such  mail  is  intended  for  official  government  business  only, 
and  any  other  use  may  be  punishable  under  law  and  the  Uniform  Code  of 
Military  Justice. 

4.  MAIL  CLASSES.   All  mailable  matter  is  classified  into  one  of  four 
mail  classes  as  follows: 

a.   First-class  mail.   First  class  mail  by  classification  standards 
consists  of  mailable  post  cards,  matter  wholly  or  partially  in  writing 
or  typewriting,  matter  sealed  against  postal  inspection,  bills  and  state- 
ments of  account. 


b.  Second-class  mail.   Second-class  mail  includes  newspapers  and 
other  mailable  periodicals  issued  at  regular  intervals  of   at  least  four 
times  a  year  and  which  have  been  granted  second-class  mailing  privileges. 

c.  Third-class  mail.   Third-class  mail  consists  of  circulars,  books, 
catalogs,  other  printed  matter  and  merchandise  weighing  less  than  16 
ounces.   Third-class  may  be  mailed  at  a  single  piece  rate  or  the  bulk 
rate.   The  single  piece  rate  is  applied  to  each  individual  piece  accord- 
ing to  weight.   The  bulk  rate  is  applied  to  mailings  of  identical  pieces 
separately  addressed  to  different  addresses  in  qualities  of  not  less 
than  50  pounds  or  of  not  less  than  200  pieces  and  which  has  been  granted 
third-class  bulk  rate  mailing  privileges  by  the  USPS. 

d.  Fourth-class  mail.   Fourth-class  mail  includes  merchandise, 
printed  matter,  and  all  other  matter  not  included  as  first,  second, 

or  third-class  mail.   Special  fourth-class  rates  are  applied  to  books, 
film,  printed  music,  objective  test  materials,  sound  recording,  manu- 
scripts, educational  reference  charts  and  medical  information. 

-"-Supersedes  DMA_MT^OTAG  Regulation  340-2  dated  8  Feb  77  and  DMA-MT-OTAG 
Circular  340-1  dated  4  Mar  77 
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e.  Priority  Mail.   Priority  is  not  a  class  of  mail  specified  by 
the  mailer.   First-Class  Mail  weighing  over  12  Ounces  is  automatically 
categorized  by  the  United  States  Post  Office  as  priority  mail.   Pri- 
ority Mail  is  handled  the  same  as  First-Class  Mail  and  reimbursed  at 
premium  rates . 

f.  Special  Postal  Services.   Special  Postal  Services  are  available 
at  extra  cost  to  provide  security,  insurance,  restrict  delivery,  proof 

of  mailings,  proof  of  receipt  or  other  special  services.   These  services 
may  be  used  when  required  by  regulation  or  directive. 

5.   MAILING  POLICY,  The  following  mailing  policy,  directed  by  Department 
of  the  Army,  will  be  adhered  to  be  all  elements  of  the  Montana  ARNG. 

a.  Letter  mail  which  is  all  or  partly  typewritten,  weighing  less 
than  12  ounces,  will  be  sent  by  First-Class  Mail.   Of ficial  corres- 
pondence weighing  over  12  ounces,  such  as  consolidated  mailings,  may 

be  sent  by  First  Class.   Large  mailing  envelopes  must  be  marked  FIRST 
CLASS. 

b.  All  bulk  distribution  of  publications  (including  regulations, 
manuals,  directions  and  instructions)  and  blank  forms  will  be  sent  by 
Third  or  Fourth-Class  Mail.   Classified,  accountable  or  other  critical 
material  may  be  sent  by  First  Class. 

c.  Periodicals  published  by  elements  of  the  Army  will  be  mailed  by 
Third-class  if  a  single  copy  weighs  less  than  8  ounces.   A  periodical 
that  contains  less  than  24  pages  and  weighs  over  8  ounces  will  be  mailed 
Fourth-Class.   Periodicals  that  contain  24  or  more  pages  and  weighs  over 
8  ounces  will  be  sent  Special  Fourth-Class  Rate  -  Book. 

d.  Registered,  Certified,  Insured,  Special  Delivery,  Special  Handl- 
ing, Certificate  of  Mailing,  Return  Receipts  and  Restricted  Delivery  will 
not  be  used  for  the  sole  purpose  of  providing  a  record  of  mailing,  deliv- 
ery or  means  of  tracing  when  not  required  by  regulation  of  directive. 
Return  receipts  showing  to  whom  and  when  mail  is  delivered  maybe  used  only 
when  the  mailer  must  have  documentary  proof  of  date  of  delivery  or  that 
delivery  was  made.   When  proof  of  delivery  by  United  States  Postal  Service 
is  not  required,  in  order  to  avoid  the  unnecessary  use  of  Registered,  Cer- 
tified or  Insured  Mail,  an   internal  receipt  form   should  be  used  with  in- 
structions to  the  addressee  to  acknowledge  receipt  by  completing  and  re- 
turning the  form.   The  misuse  of  Certified  or  Registered  Mail  is  a  viola- 
tion of  DOD  policy  as  implemented  by  paragraph  5-3,  AR  340-3.   This  publi- 
cation is  applicable  to  the  Army  National  Guard. 

6.   OFFICIAL  MAIL  CONTROL  OFFICERS  (OMCO  ; : 

a.   AN  OMCO  will  be  appointed  by  each  of  the  following: 

(1)  State  Headquarters,  MT  ARNG 

(2)  HQ  163d  Armored  Cavalry 
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(3)  HQ  l/163d  Armored  Cavalry 

(4)  HQ  2/163d  Armored  Cavalry 

(5)  CAC  HQ  MT 

(6)  103d  PAD 


b.  The  following  separate  units  and  activities  located  in  the  Helena 
area,  and  sattelite  on  the  mailing  facility  in  the  Adjutant  General's  Of- 
fice, do  not  require  separate  OMCO ' s : 

(1)  State  HQ  &  HQ  Detachment 

(2)  3669th  Maintenance  Co 

(3)  1049th  Engineer  Det  (f iref ighting) 

(4)  USPFO  for  Montana 

(5)  CSMS 

(6)  QMS  No.  3  and  WETS 

(7)  AASF 

(8)  Montana  Military  Academy 

c.  Each  OMCO  and  all  individuals  responsible  for  postal  activities 
within  their  organization,  staff  section,  unit  or  activity  must  be  fa- 
miliar with  the  provisions  of  AR  340-3,  NCR  340-3  and  this  regulation. 

7.   MAILING  PROCEDURES.   USPS  Regulations  have  been  changed  to  pro- 
hibit undersized  and  non  rectangular  mail.   Subsequent  to  implementation 
of  this  policy,  a  surcharge  will  be  assessed  on  nonstandard  mail.   In  order  to 
be  in  compliance  with  the  pending  procedures,  current  mailing  procedures 
must  be  reviewed  in  an  effort  to  identify  and  modify  those  items  which  would 
be  subject  to  a  surcharge.   Appendix  A  to  this  regulation  indicates  those  items 
of  First  and  Third  Class  mail  which  will  be  assessed  with  a  surcharge  or  pro- 
hibited.  The  current  practice  of  mailing  First  Class  items  of  1  ounce  or 
less  in  large  mailer  envelopes  (8^"  x  11^"  or  larger)  must  be  curtailed  and 
standard  1  1/8"  x  9%"  mailing  envelopes  used  in  its  place.   In  the  case  of  single 
piece  Third  Class  mail  weighing   2  ounces  or  less,  pieces  will  be  modified  as 
necessary  to  permit   folding  to  sizes  within  envelopes,  or  outside  on  envelopes 
(self-mailers),  that  meet  required  height,  length,  and  thickness  specifica- 
tions, while  remaining  within  the  prescribed  height  to  length  ratio.   Special 
care  will  be  taken  to  modify  recurring  type  mailing  consisting  of  forms,  reports, 
and  such  other  dedicated  formats  that  result  in  mail  pieces  which  will  be 
subject  to  surcharges,  or  be  unmailable  because  they  are  undersized  and 
nonrectangular . 

BY  ORDER  OF  THE  GOVERNOR 
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REGULATION 
No.  600-1 


DEPARTMENT  OF  MILITARY  AFFAIRS 

STATE  OF  MONTANA 
OFFICE  OF  THE  ADJUTANT  GENERAL 
HELENA,  MONTANA  59601 


Personnel  -  General 


Regulation  600-1 
STATE  DQGUMENT8  COLLECTION 

JAN     5  1979 

MONTANA  STATE  L5BRARY 
930  E  Lyfidsfs  Avs. 


TRANSFER  AND  ATTACHMENT  OF  ENLISTED  PERSONNEE^'^f^-  R^0t*ri3  59601 


1.  PURPOSE:   This  regulation  supplements  NGR  600-200  and  establishes  policy 
with  regard  to  transfer  and  attachment  of  enlisted  personnel  within  the 
Montana  ARNG. 

2.  SCOPE:   The  provisions  of  this  regulation  are  applicable  to  all  elements 
of  the  Montana  ARNG. 

3.  POLICY:   Transfer  and  attachment  of  enlisted  personnel  within  the  Montana 
ARNG  will  be  approved  and  necessary  orders  issued  as  follows: 

a.  Transfer  and  attachment  of  enlisted  personnel  involving  State  Hq.  & 
Hq.  Det.  MT  ARNG  will  be  accomplished  by  the  Adjutant  General's  Office. 

b.  Transfer  and  attachment  of  enlisted  personnel  within  the  163d  Armored 
Cavalry,  MT  ARNG  will  be  accomplished  by  Headquarters,  163d  Armored  Cavalry. 

c.  Transfer  and  attachment  of  enlisted  personnel  between  units  assigned 
to  the  Command  and  Control  Headquarters  will  be  accomplished  by  CAC  Head- 
quarters . 

d.  Transfer  and  attachment  of  enlisted  personnel  between  elements  of  the 
163d  Armored   Cavalry  and  elements  of  the  Command  and  Control  Headquarters 
will  be  accomplished  by  the  Adjutant  General's  Office. 

4.  Reference:   NGR  600-200 

BY  ORDER  OF  THE  GOVERNOR:  y:^'<:/V'''^h''---":'''' ■. 
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Regulation 

No,   340-2 


Office  Management 
OFFICIAL  MAIL 

1,  PURPOSE.   This  regulation  prescribes  the  policy  ol  the  Adjutant 
General  concerning  official  Indicia  "Postage  and  Fees  Paid",  Depart- 
ment of  the  Army  mailing. 

2.  SCOPE o   The  provisions  of  this  regulation  appl^i'  to  all  organiza- 
tions, units,  staff  sections  and  individuals  using  official  indicia 
mailing  privileges., 

3,  USE  OF  OFFICIAL  MAIL.   US  Code  and  Army  Regulations  contain  clear 
and  specific  restrictions  on  the  use  of  indicia  postal  matter.   Es- 
sentially, such  mall  is  intended  for  official  government  business  only, 
and  any  other  use  may  be  punishable  under  law  and  the  Unifo^rtE  Code  of 
Military  Justice, 

4.  'MAIL  CLASSES n   All  mailable  matter  is  classified  into  one  of  four 
mail  classes  as  follows: 

a«   First-class  mailo   First-class  mall  by  classification  standards 
consists  of  mailable  post  cards,  matter  wholly  or  partially  In  writing 
or  typewriting,  matter  sealed  against  postal  inspection,  bills  and  state- 
ments of  account, 

bo   Second-class  mail„   Second-class  mall  includes  newspapers  and 
other  mailable  periodicals  issued  at  regular  Intervals  of  at  least  four 
times  a  year  and  which  have  been  granted  second-class  mailing  privileges, 


Co   Third-class  mall„   Third-class  mail  consists  of  circulars,  books, 
catalogs,  other  printed  matter  and  merchandise  weighing  less  than  16 
ounces.   Third-class  may  be  mailed  at  a  single  piece  rate  or  the  bulk 
rate.   The  single  piece  rate  is  applied  to  each  individual  piece  accord- 
ing to  weight  o   The  bulk  rate  is  applied  to  ma.illngs  of  identical  pieces 
separately  addressed  to  different  addresses  in  qualities  of  not  less 
than  50  pounds  or  of  not  less  than  200  pieces  and  which  has  been  granted 
third-class  bulk  rate  mailing  privileges  by  the  USPS. 

d.   Fourth-class  mail.   Fourth-class  mail  Includes  merchandise, 
printed  matter,  and  all  other  matter  not  included  as  first,  second, 
or  third-class  mail.   Special  fourth-clai"s  ra/tes  are  applied  to  books, 
film,  printed  music,  objective  test  materials,  sound  recordings,  manu- 
scripts, educational  reference  charts  and  medical  Information.o 


'^Supersedes  DMA-MT-OTAG  Regulation  dated  17  November  19  76< 
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e.  Priority  Mail,   Priority  is  in?t  a  class  of  mail  spacified  by 
the  mailer.   First-Class  Mail  weighing  over  12  ounces  is  automatically 
categorized  by  the  United  States  Post  Office  as  priority  mail.   Pri- 
ority Mail  is  handled  the  same  as  First-Class  Mall  and  reimbursed  at 
premium  rates . 

f.  Special  Postal  Services c   Special  Postal  Services  are  available 
at  extra  cost  to  provide  security,  insurance,  restrict  delivery,  proof 
of  mailings,  proof  of  receipt  or  other  special  services <,   These  services 
may  be  used  when  required  by  regulation  or  directive. 

5.  MAILING  POLICY,   The  following  mailing  policy,  directed  by  Department 
of  the  Army,  will  be  adhered  to  by  all  elements  of  the  Montana  AR'NG, 

a..   Letter  mall  which  is  all  or  partly  typewritten,  weighing  less 
than  12  ounces,  will  be  sent  by  First-Class  Mail.   Official  corres- 
pondence weighing  over  12  ounces,  such  as  consolidated  mailings,  may 
be  sent  by  First  Class,   Large  mailing  envelopes  must  be  marked  FIRST 
CLASS. 

b.  All  bulk  distribution  of  publications  (including  regulations, 
manuals,  directions  and  instructions)  and  blank  forms  will  be  sent  by 
Third  or  Fourth-Class  Mail.   Classified,  accountable  or  other  critical 
material  may  be  sent  by  First  Class „ 

c.  Periodicals  published  by  elements  of  the  Army  will  be  mailed  by 
Third-class  if  a  single  copy  weighs  less  than  8  ounces.   A  periodical 
that  contains  less  than  24  pages  and  weighs  over  8  ounces  will  be  mailed 
Fourth-Class.   Periodicals  that  contain  24  or  more  pages  and  weighs  over 
8  ounces  will  be  sent  Special  Fourth-Class  Rate  -  Book. 

d.  Registered,  Certified,  Insured,  Special  Delivery,  Special  Handl- 
ing, Certificate  of  Mailing,  Return  Receipts  and  Restricted  Delivery  will 
not  be  used  for  the  sole  purpose  of  providing  a  record  of  mailing,  deliv- 
ery or  means  of  tracing  when  not  required  by  regulation  or  directive. 
Return  recei.pts  showing  to  whom  and  when  mall  is  delivered  maybe  used  only 
when  the  mailer  must  have  documentary  proof  of  date  of  delivery  or  that 
delivery  was  made.   When  proof  of  delivery  by  United  States  Postal  Service 
is  not  required,  in  order  to  avoid  the  unnecessary  use  of  Registered,  Cer- 
tified or  Insured  Mall,  an  Internal  receipt  form  should  be  u,sed  with  in- 
structions to  the  addressee  to  acknowledge  receipt  by  completing  and  re- 
turning the  form.   The  misuse  of  Certified  or  Registered  Mall  is  a  viola- 
tion of  DOD  policy  as  implemented  by  paragraph  5-3,  AR  340-3.   This,  publi- 
cation is  applicable  to  the  Army  National  Guard. 

6.  OFFICIAL  MAIL  CONTROL  OFFICERS  (OMCO) : 

a.   An  OMCO  will  be  appointed  by  each  of  the  following: 

(1)  State  Headquarters,  MI  ARNG 

(2)  HQ  163d  Armored  Cavalry 
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(3)  HQ  l/163d  Armored  Cavalry 

(4)  HQ  2/i63d  Armored  Cavalry 

(5)  HHD  6th  SF  Bn 

(6)  103d  PID 

b.  The  following  separate  units  and  aetlvites  located  in  the  Helena 
area,  and  sattelite  on  the  mailing  facility  in  the  Adjutant  General's  Of- 
fice, do  not  require  separate  OMCO's: 

(1)  State  HQ  &  HQ  Detachment 

(2)  3669th  Maintenance  Co 

(3)  1049th  Engineer  Det  (f iref ighting) 

(4)  USPFO  for  Montana 

(5)  CSMS 

(6)  QMS  No.  3  and  WETS 

(7)  AASF 

(8)  Montana  Military  Academy 

c.  Each  OMCO  and  all  individuals  responsible  for  postal  activltes 
within  their  organization,  staff  section,  unit  or  activity  must  be  fa- 
miliar with  the  provisions  of  AR  340-3,  NCR  340-3  and  this  regulation. 


BY  ORDER  OF  THE  GOVERNOR 
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No.   380-5  4  February  19Welena,  IMonta^Jge'ojj 

SECURITY 
SAFEGUARDING  DEFENSE  INFORMATION 

1,  PURPOSE.   This  regulation  implements  Department  of  Defense  Directive 
5200, 1-R,  AR  380-5,  6A  Suppl  1  to  AR  380-5  and  NCR  380-5,  and  outlines 

policies  and  procedures  for  this  headquaxters  and  provides  guidance  to 
Montana  ARNG  commanders  for  the  discharge  of  their  security  of  military 
information  responsibilities . 

2,  SCOPE.   The  policy  and  procedures  listed  herein  establish  the  minimum 
standards  for  safeguarding  defense  Information  and  will  be  adhered  to  by 
all  commands.   Information  which  requires  administrative  protection  for 
reasons  other  than  in  the  Interests  of  national  defense  is  not  defense 
information  as  defined  in  NGR  380-5,  AR  380-5  and  DOD  5200, 1-R  and  pro- 
tective measures  established  herein  do  not  apply.   AR  340-16  contains 
information  on  FOR  OFFICIAL  USE  ONLY  material. 

3„   RESPONSIBILITY.   Each  coimiiander  is  directly  responsible  for  safe- 
guarding all  defense  information  within  his  jurisdiction  and  control „ 
He  must  initiate  and  supervise  measures  or  instructions  necessary  to 
insure  effective  control  at  all  times.   Commanders  will  insure  that: 

a.  Those  personnel  who  are  afforded  access  to  defense  information 
are  properly  cleared  and  have  a  clearly  Indicated  "need  to  know"  and 
have  been  indoctrinated  and  received  security  educaticsn  through  programs 
within  the  command. 

b.  A  written  security  SOP  applicable  to  his  co'mmand,  which  further 
implements  the  provisions'  of  this  regulation  and  AR  380-5,  is  prepared 
and  maintained  current  at  all  times.   As  a  minimum,  the  following  Items 
will  be  included: 

(1)  De,tailed  procedures  to  insure  effective  control,  accountability, 
dissemination,  processing  and  safeguarding  of  defense  information  and  ma- 
terial., 

(2)  Supplemental  procedures  to  govern  the  safeguarding  and  destruction 
of  classified  waste,  i.e.  working  papers,  reproduction  process  and  carbon 
paper,  as  applicable, 

(3)  After  duty  hour  security  inspec^'.tlon  procedures  to  include 
specific  duties  to  be  performed  by  the  designated  inspecting  personnel 
or  Security  Manager, 


*This  regulation  supersedes  DMA  OTAG  Reg  380-5  dtd  14  September  1973 
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(4)  Other  security  procedares  deemed  appropriate  to  preclude  any 
misunderstanding  in  delineating  supervisory  or  individual  security  du- 
ties and  responsibilities. 

c.   Upon  assignment  or  employment,  all  personnel  having  access  to 
classified  material  will  be  given  an  initial  oral  security  briefing, 
then  annually  thereafter,  explaining  the  procedures  for  safeguarding 
defense  information „ 

4«   CLASSIFICATION.   The  originators  of  information  which  required  pro- 
tection in  the  interest  of  national  defense  will  be  held  responsible 
for  its  proper  classification. 

a.  Official  Information  which  requires  protection  in  the  interest 
of  national  defense  will  be  limited  to  three  categories  of  classifica- 
tions:  TOP  SECRET,  SECRET  and  CONFIDENTIAL.   No  other  designation  will 
be  used  to  classify  defense  information, 

b.  Authority  to  classify: 

(1)  TOP  SECRET.   The  Office  of  the  Assistant  Secretary  of  Defense 
(Comptroller)  maintains  a  current  list  of  officials  by  title,  designated 
to  exercise  TOP  SECRET  original  classification  authority  as  outlined  in 
Para  l-601a  and  Annex  A,  DOD  ISPR.   Disclosure  of  TOP  SECRET  material 
could  be  reasonably  expected  to  cause  exceptionally  grave  damage  to 
national  security.   The  commander,  Sixth  US  Army  &  Chief  NGB  are  the 
only  TOP  SECRET  classification  authorities  for  the  Montana  ARNGo 

(2)  SECRET  and  CONFIDENTIAL,   Original  classification  authority 
for  SECRET  and  CONFIDENTIAL  material  is  delegated  to  the  Sixth  Army 
Commander  as  per  para  2-la(l)  and  (2),  6A  Suppl  1  to  AR  380-5.   Unau- 
thorized disclosure  of  SECRET  classified  material  could  cause  serious 
damage  to  national  security  and  disclosure  of  CONFIDENTIAL  may  cause 
damage  to  national  security,, 

5c   ADVANCE  SECURITY  PLANNING.   Commanders  will  incorpotate  security 

aspects  into  applicable  planning  or  programming  to  insure  that  classi- 
fied materials  are  isolated  and  identified,  giving  adequate  security 
classification  and  placed  on  a  general  declassification  schedule. 

6.  CLASSIFYING  AND  MARKING.   Classified  material  will  bear  classifica- 
tion by  paragraph  or  section  and  each  page  cointaining  classified  para- 
graphs will  have  highest  degree  of  classification  conspicuously  marked, 
preferably  in  red  Ink,  on  the  top  and  bottom  of  each  classified  page. 
The  highest  classification  within  the  document  will  be  marked  on  top  and 
bottom  of  front  and  back  cover,  title  page,  first  page  or  cover  letter 
of  document.  Marking  of  file  folders  is  not  required  as  long  as  DA 
labels  22  or  23  are  attached  to  document  upon  removal  of  item  from  se- 
curity container, 

7.  DOWNGRADING  AND  DECLASSIFICATION.   An  agressive  constant  review  of 
classified  material,  both  SECRET  and  CONFIDENTIAL,  must  be  made  to  as- 
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sure  all  documents  are  downgraded  or  declassified  under  tbe  General  De- 
classification Schedule  (GDS) . 

a.  Groups  1,  2  and  3  are  normally  exempt  from  GDS  and  are  declas- 
sified after  30  full  calendar  years  from  date  of  origin  or  a  predesigna- 
ted  date  or  event, 

b.  Material  classified  under  Group  4  of  the  GDS  will  be  downgraded 
based  on  anniversary  date  of  origin  or  annually  as  follows: 

(1)  TOP  SECRET: 

(a)  Downgrade  to  SECRET  after  two  full  calendar  years  following 
the  year  it  was  classified. 

(b)  Downgrade  to  CONFIDENTIAL  after  four  full  calendar  years 
following  the  year  it  was  classifieds 

(c)  Declassify  after  ten  full  calendar  years  following  the  year 
it  was  classified. 

(2)  SECRET: 

(a)  Downgrade  to  CONFIDENTIAL  after  two  full  calendar  years  fol- 
lowing the  year  it  was  classified, 

(b)  Declassify  after  eight  full  calendar  years  following  the 
year  it  was  classified. 

(3)  COFFIDENIIAL:   Declassify  after  six  full  calendar  years 
following  the  year  it  was  classified. 

(4)  Downgrading  or  declassification  reviews  occur  at  the  end  of 
each  calendar  year,, 

c.  General  Declassification  Schedule  will  contain  originators 
office  symbol  in  all  instances. 

8,  ADP  CARDS,   The  security  classification  and  marking  of  accounting 
machine  and  ADP  cards  will  be  accomplished  in  accordance  with  the  pro- 
visions of  para  2-15,  AR  380-5. 

9.  TOP  SECRET  CONTROL  OFFICERo   When  applicable,  a  TOP  SECRET  Control 
Officer  and  a  sufficient  number  of  assistants  and/or  alternate  TOP  SECRET 
Control  Officers  will  be  appointed  formally  by  competent  orders  in  accord- 
ance with  para  2-35,  AR  380-5  to  perform  the  duties  listed  therein. 

10.   SECURITY  MANAGER, 

a„   The  Security  Manager  will  be  a  p,i.operly  cleared  commissioned  offi- 
cer, warrant  officer,  or  qualified  civilian  (GS-7  or  above)  formally  ap- 
pointed on  orders  in  each  command  down  to  battalion/squadron  level.. 
Where  practicable,  this  officer  should  be  an  intelleigence  officer  or  an 
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ARNG  technician.   At  icmpany  level,  the  Security  Manager  i«ill  be  appointed 
on  orders  when  the  unit  is  in  possession  of  classified  material  and  there 
is  a  need  for  a  Security  Manager, 

b.  Alternate  Security  Manager.  A  properly  cleared  commissioned  of- 
ficer, warrant  officer,  or  qualified  civilian  (GS-7  or  above)  or  carefully 
selected  non-commissioned  officer  or  specialist  in  grade  E-7  or  above, 
will  be  appointed  on  orders  to  assist  the  Security  Manager „ 

Co   Security  Manager  and  alternates  will  perfonn  duties  as  outlined 
in  para  l-4e,  AR  380-5,  including  other  duties  as  may  be  indicated  in 
this  regulation. 

11.  CUSTODIAN.   A  custodian  for  classified  documents  will  be  designated 
in  writing  within  each  command,  activity,  or  office  that  handles  classi- 
fied defense  information,   A  properly  cleared  military  or  civilian  indi- 
vidual (E-5  or  GS-4  or  higher)  will  be  designated  as  the  custodian.   Ad- 
ditionally duly  qualified  responsible  individuals  E5  or  GS-4  or  higher 
may  be  designated  as  alternate  custodians  whan  deemed  necessary  by  the 
commander  or  official  concerned.   The  duties  of  the  classified  document 
custodian  will  include  but  are  not  limited  to  receiving,  safeguarding, 
accounting  for,  dispatching  and  arranging  for  the  proper  marking,  down- 
grading or  declassifying  and  destruction  of  all  classified  documents  in 
accordance  with  AR  380-5  and  NGR  380-5.   Disinterested  personnel  will  be 
designated  in  writing  for  purposes  of  witnessing  destractio.n  and  inventory 
of  SECRET  documents  and  will  be  an  ARNG  technician  or  any  Guardsman  SP4 

or  above  with  minimum  SECRET  clearance, 

12.  ACCOUNTABILITY, 

a.  Accountability  for  TOP  SECRET  material  vlll  be  In.  accordance 
with  the  provisions  of  para  2-34,  AR  380-5. 

b.  Commanders  will  insure  that  an  adequate  system  of  accountability 
is  maintained  for  SECRET  material  as  outlined  in  para  2-36c,  AR  380-5,. 

(1)  DA  Form  3964  will  be  used  for  transmittal,  receipt,  storage 
and  destruction  of  SECRET  material  as  shcrwn  in  Appendix  A,  this  regula- 
tion. 

(2)  The  DA  Form  3964  for  SECRET  documents  will  completely  identify 
the  document;  as  a  minimum,  classification,  headquarters  or  unit  and 
control  number  or  file  reference,  unclassified  title  or  subject,  date 
and  number  of  copies.   Immediately  following  the  last  line,  the  words 
"NOTHING  FOLLOWS"  will  be  entered. 

(3)  Individual  receipting  for  classified  material  will  insure  that: 

(a)  His  printed,  stamped  or  typed  name  appears  legibly  with  his 
signature  on  the  receipt  portion  of  DA  Foim  39b4, 

(b)  All  copies  and  SECRET  pages  or  sections  are  accounted  for  prior 
to  signing  the  receipt  portion. 
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(c)   Enter  any  special  remarks  or  notations  in  the  "comments"  sec- 
tion of  DA  Form  3964  or  initiate  new  receipt  form  with  corrections  in 
two  (2)  copies  and  send  originating  agency  their  copy  rhat  is  in  error, 
unsigned,  and  one  (1)  i':orrected  copy,  signed,  retaining  copy  2  for 
reference  purposes. 

(4)  It  will  be  the  responsibility  of  the  releasing  custodian  to 
produce  or  account  for  any  missing  portion  (pages,  annexes,  etCo)  of 

a  document  at  the  rime  the  documents  are  being  receipted  for  by  another 
individual, 

(5)  A  complete  annual  inventory  of  one  hundred  percent  (100%)  of 
the  SECRET  documents  will  be  conducted  at  the  end  of  a  12  month  period, 
or  upon  change  of  custodian,  whichever  occurs  first.   The  annual  inven- 
tory will  be  conducted  jointly  by  the  custodian  and  an  appropriately 
cleared  disinterested  witnessing  official  designated  in  wricing.   A 
certificate  will  be  executed  by  the  custodian  concerned  and  witnessed 
by  the  disinterested  official  upon  completion  of  each  inventory  (Annex 
G,  AR  380-5).   The  certificate  will  be  retained  in  the  control  register 
file  for  inspection  purposes  for  one  year  or  upon  completion  of  change 

of  custodian  inventory,  after  which  time  the  certificate  may  be  destroyed, 

c„   Accountabilitji  for  CONFIDENTIAL  and  CONFIDENTIAL  modified  Handling 
Authorized  material  will  be  in  accordance  with  the  provisions  of  para  2-3  7, 
AR  380-5= 

13.  "EXCLUSIVE"  OR  "CODE  WORD"  MATERIAL,   Procedures  for  the  handling 
of  classified  material  and/or  messages  designated  "EXCLUSIVE",  "CODE 
WORD",  "NICKNAMES",  LIMIDIS"  ox  "NOT  RELEASABLE  TO  FuREIGN  NATIONS" 
0OFORN)  are  found  in  para  2-13,  AR  340-15,  AR  380-105  or  Chapter  6, 
AR  105-31 „ 

14.  SECURITY  TERMINATION  AND  DEBRIEFING  PROCEDURES..   A  security  termina- 
tion statement  will  be  executed  by  personnel  who  have  had  access  to  de- 
fense information  prior  to  their  termination  of  military  service  or 
civilian  employment  with  the  National  Guard,  transfer,  reassignment  from 
significantly  sensitive  duties  to  other  duties  not  requiring  the  same 
access  or  whenever  such  access  authorization  is  tefmin<ired  or  limited 

in  any  way.   The  security  termination  statement  and  oral  debriefing  will 
be  accomplished  in  compliance  with  the  provisions  of  para  2-42,  AR 
380-5  and  in  accordance  with  the  procedures  outlined  in  Appendix  B, 
this  regulation, 

15.  RELEASE  OF  DEFENSE  INFORMATION,   Access  and  release  of  defense  in- 
formation will  be  limited  to  properly  cleared  personnel  on  a  "need  to 
know"  basis  (para  2-25,  AR  380-5), 

16.  SECURITY  VIOLATIONS.   The  compromise  of  defense  information  pre- 
sents an  Immediate  threat  to  the  national  security.   The  seriousness 
of  the  threat  must  be  determined  and  appropriate  action  taken  to  neg- 
ate or  minimize  the  effect  of  such  a  compromise.   Simultaneously,  ac- 
tion must  be  taken  to  investigative,  fix  responsibility,  and  correct 
procedures  which  allowed  the  compromise  to  occur. 
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a.  Para  2-22,  AR  380-5  with  6A  Suppl  1  to  AR  380-5,  prescribes  the 
policy  and  establishes  procedures  for  the  reporting  and  investigation 
of  the  loss,  or  possible  loss,  the  unauthorized  disclosure  or  possible 
unauthorized  disclosure  of  defense  information„ 

b.  In  cases  concerning  access  to  dissemination,  compromise  or  loss 
of  information  marked  "RESTRICTED  DATA"  or  FORMERLY  RESTIRCTED  DATA", 
the  provisions  of  AR  380-105  apply- 

c.  Security  violations  involving  cryptographic  material  will  be 
processed  in  accordance  with  procedures  outlined  in  AR  380-40  and  AR 
380-41 « 

17.  REPRODUCTION,,   It  Is  the  responsibility  of  commanders  and  supervi- 
sors to  closely  control  and  supervise  all  reproduction  of  classified 
materials   Reproduction  equipment  which  operates  by  means  of  latent 
image  impressions,  offset  versions  and  image  transfers  will  not  be 
used. 

18.  PREPARATION  OF  CLASSIFIED  MATERIAL  FOR  TRANSMISSION o 

a.  SECRET  material  will  be  accompanied  by  a  completed  DA  Form  3964. 
This  material  will  be  placed  in  a  opaque  envelope  in  such  a  manner  that 
the  text  will  not  be  in  contact  with  the  inner  envelope  or  container. 
Envelope  will  contain  both  name  of  addresser  and  addressee  and  will  be 
conspicuously  marked  with  the  highest  degree  of  classification  on  top 
and  botLom,  front  and  back„   Envelope  with  classified  markings  will  in 
turn  be  placed  in  another  envlope  with  name  of  addressee  and  addresser 
and  will  be  mailed  by  Registered  Mail  with  a  Return  Receipt  Request. 

b.  CONFIDENTIAL  material  will  be  marked  and  addressed  on  evelopes 
the  same  as  SECRET  material,  however,  DA  Form  3964  is  not  nvTmally  re- 
quired.  To  Insure  strict  control  throughout  MT  ARNG,  CONFIDENTIAL  ma- 
terial will  be  sent  Certified  Mail  with  a  Return  Receipt  Requesto 

19.  STORAGE,   Containers  authorized  for  storage  of  classified  documents 
are  outlined  in  para  2-16b,  AR  380-5  _, 

a.  Security  Container  Combinations  will  be  changed  upon  change  of 
custodian,  or  annually,  whichevei  occurs  first  and  DA  Form  727  will  be 
completed  as  per  para  2-17,  AR  380-5.   All  parts  3  of  DA  Form  737  com- 
pleted with  163d  Armd  Cav  Regt  will  be  forwarded  to  HQ  163d  Armd  Cav 
for  their  holdltig  file  and  will  be  marked  with  highest  degree  of  clas- 
sification within  container.   All  separate  facilities,  shops,  units, 
i.e.,  Co  C,  5th  SF  Bn,  19th  SF;  HHD,  6th  SF  Bn,  19th  SF  Gp;  3669th 
HEM  Co;  103d  PI  Det,  SHHD  and  HQ,  163d  AC  will  forward  part  3  of  DA 
Form  727  to  this  headquarters,  ATTN:  NG-PTS„   Combinations  to  security 
containers  will  be  changed  only  by  individuals  having  an  appropriate 
security  clearance » 

b.  Open-Closed  marker  will  be  conspicuously  placed  on  front  of  se- 
curity container. 

c.  DA  Form  672,  Safe  or  Cabinet  Security  Record,  will  be  displayed 
on  outside  of  the  security  container,,   This  record  will  have  an  entry 
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at  the  end  of  each  working  day  when  it  will  be  closed  and/or  signed  off. 

d.   Emergency  evacuation  planning  will  be  initiated  for  safeguarding 
or  removal  of  classified  material  for  such  instances  as  civil  disturbance, 
disaster  or  enemy  action.   Documents  will  not  be  destroyed  in  CONUS. 


20.   DESTRUCTION.   Destruction  of  classified  material  will  be  conducted 
in  accordance  with  para  2-41,  AR  380-5.   Appropriate  information  will  be 
entered  in  Section  C,  DA  Form  3964.   Classified  documents  will  be  des- 
troyed by  burning „ 


BY  ORDER  OF  THE  GOVERNOR 
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ORAL  DEBRIEFING  STATEMENT 

PURPOSE:   The  purpose  of  this   oTal  debriefing  is  to  insure  chat  you 

fully  understand  the  importance  of  safeguarding  ail  defense 
information  to  which  you  have  had  access  during  the  period 
of  your  assignment /employment  with  this  organization,  to 
include  cryptographic,  limited  or  special  access, 

SERIOUS  NATURE:   It  must  be  clearly  understood  that  compromise  of 

classified  defense  information  could  result  in  exceptionally 
grave  or  serious  damage  to  the  nation,  or  prove  prejudicial 
to  the  defense  interests  of  the  nation,  depending  on  the 
level  of  access  you  have  been  authorized o   The  seriousness 
of  this  matter  cannot  be  overemphasized „   Upon  completion 
of  this  oral  debriefing,  you  will  be  required  to  execute 
the  Security  Termination  Statement,   You  should  remember 
that  any  violation  of  the  provisions  thereof  will  subject 
you  to  the  punishment  provided  therein-.   This  remains  in 
effect  whether  or  not  you  remain  in  the  Fedei'al  Service 
as  a  civilian  employee  or  member  of  the  military o 

THE  NEED  FOR  CAUTION  AND  DISCRETION:   You  must  understand  that  you  are 
not  to  disseminate,  disctiss,  disclose,  or  gi'^e.  classified  in- 
formation to  any  unauthorized  person,  in  any  manner'  whatsoever, 
whether  orally  or  in  writing,:   Extreme  caution  and  discretion 
are  required  at  all  times  since  you  must  make  no  reference 
to  any  classified  Information  in  either  your  personal  cor- 
respondence or  conversation.   Any  a.ttempt  by  an  unauthorized 
person  to  obtain  defense  inf-ormation  fixim  you  will  be  re- 
ported immediately  to  the  Federal  Bureau  of  Investigation 
(or  Commanding  Officer,  as  appropriate)., 

TRA:VEL  RESTRICTIONS  IMPOSED:   You  are  no  doubt  aware  that  most  Sino- 
Sovlet  dominated  or  controlled  countr'ies  require  a  visa  and 
passport  in  order  to  visit  these  countries  or  co  reside  in 
them.   The  State  Department  of  the  US  has  a  list  of  countries 
that  are  not  open  to  American  tourists  and  your  passport  will 
so  indicate  that  travel  to  these  "closed"  countries  is  for- 
bidden.  However,  some  Sino-Soviet  dominated  countries  are 
now  open  to  visitors  and  once  a  visa  and  passport  are  ob- 
tained and  validated,  there  is  no  restriction  on  visiting 
these  countries,.   If  'j^cu  are  still  in  service  at  the  time 
of  such  a  visit,  you  will  be  given  a  thorough  counterintel- 
ligence orientation  before  departure  from  your  duty  station 
by  a  member  of  the  command  or  Installation  to  which  assigned. 

If  you  are  in  a   retired  status,  you  should  arrange  through  a 
military  installation  {and  prior  to  departure)  to  refresh 
your  memci'y  as  to  procedures  to  follow  in  the  event  that 
during  your  travels  in  these  Sino-Soviet  countries  you  ar'e 
approached  by  any  agent  of  that  country  to  engage  in  espi- 
onage or  who  may  seek  to  extract  any  defense  inforEiation 
from  you.   If  appr'oached,  a  safe  rule  is  co  contact  the 
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nearest  US  Embassy  in  the  country  you  are  visiting  and  report 
all  the  facts  to  our  consular  service o 

CONCLUSION:   You  will  execute  the  Security  Texinination  Statement  (and/or 
Part  III,  DA  Form  2545.   Cryptographic  Access  Debriefing  Cer- 
tificate, if  applicable).   Do  you  have  any  questions? 
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Personnel  Information  System         •    ■.,,•. 
-'    ■■■  '■    -     PERSONNEL  REPORTING  SYSTEM  SUSPENSE  ROSTERS  '^   ■':'■ 

1.  PURPOSE o  The  purpose  of  this  regulation  is  to  prescribe  the  policy  . 
for  implementing  and  maintaining  the  suspense  items  on  various  personnel  • 
records.  ,-,..,...  ,..,..  . 

2.  SCOPE.   The  policies  and  procedures  contained  in  this  regulation  are 
applicable  to  all  organizations  of  the  Montana  Army  National  Guard. 

3.  PROCEDURES.   There  are  personnel  records  which  must  be  updated  on 
the  members  birthday,  anniversary  date  of  enlistment  or  retirement  dates. 
These  updates  require  posting  to  the  various  forms  by  the  indivdual  con- 
cerned or  the  unit  administrative  personnel.   The  provisions  of  all  per- 
tinent AR's,  NCR's,  Pamphlets  or  Circulars  will  apply  to  the  appropriate 

records  utilized. 

.  '  ■  ■  ::!       -ov  .' 

a.   Using  the  facilities  and  equipment  of  the  Personnel  Reporting 
System,  the  stats  personnel  office  will  forward  to  each  unit  of  the      ■: 
Montana  Army  National  Guard  5  a  suspense  roster  on  a  quarterly  or  annual  -H 
basis  to  assist  in  the  identification  of  the  personnel  whose  records  will 
require  some  type  of  action  during  the  calendar  quarter.   Rosters  furnish- 
ed will  be  used  to: 

(1)  Retirement  year  ending  date:   Identify  individuals  whose  NGB 
Form  23  require  annual  posting.   Updating  too  retirement  points  and  months 
of  active  Federal  service  must  be  reported  to  EPMS.   (Start  date  TEA  by 
change  to  this  regulation.)   ..V,..  ..; 

(2)  Individual  birth  dates:   Identify  individuals  whose  DA  Form 
2,  2-1,  3298  and  Record  of  Emergency  Data  require  updating  by  the  individ- 
ual and  administrative  personnel. 

(3)  Physical  examination  dates:   Identify  personnel  and  schedule 
physicals  for  those  personnel  requiring  periodic  examinations.   (Reports 
will  be  as  of  March,  June,  September  and  December  and  will  be.  forwarded  to 
unit ' s  one  quarter  in  advance  of  the  actual  calendar  quarter . 

(4)  Enlisted  Evaluation  Report  Rosters:   Identify  personnel  who 
require  EER,  DA  Form  2166-5  or  SEER,  DA  Form  2156-5A.   Instruction  for 
completion  will  be  forwarded  under  cover  letters  with  the  rosters.   (An- 
nual report  for  each  grade  E-5  and  above  furnished  unit  in  Sep«  Oct  and 
Nov  each  year . )  .   » 
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(5)  Qualitative  Retention  Rosters:  Identify  personnel  who  have 
completed  or  will  complete  within  13  months,  20  years  of  service  for  re- 
tirement »  Instructions  will  be  forwarded  with  the  rosters.  (Annual  re- 
porto)    -  .r^  .       ■      , 

(6)  Personnel  Locater  Rosters:   Furnished  to  Squadrons  and  Regi- 
mental Headquarters  prior  to  annual  training  periods. 

(7)  B  Card  List:   Listing  of  all  personnel  loaded  into  EPRS  in 
social  security  number  sequence  regardless  of  unit  prepared ■qu-arteriy 
and , furnished  to  the. state  personnel  office  for  their  use. 


-'  n 


>? 


ADMINISTRATION: 


ao   Each  unit  will  be  required  to  complete  the  required  actions  and 
forward  all  reportable  information  to  the  personnel  office  on  the  normal 
reporting  date.   Rosters  will  be  initialed  and  dated  by  the  individuals 
and/or  unit  administrative  personnel  who  make  the  necessary  corrections 
or  updates  and  posting  to  the  current  records,    ,.;   ,.  ,  .  . 

5.   SUBSTANTIATING  DOCUMENTS.   All  required  documentation  to  support  the  ,, 
personnel  changes  must  be  forwarded  to  the  personnel  office  with  the  nor- 
mal weekly  updates  in  order  for  the  changes  to  be  posted  to  the  Personnel 
Reporting  system » 


6o   SUBMISSION  DATE:   The  original  roster  roust  be  returned  to  DMA  MTOTAG 
ATTN:  NGB-ARP  P.Oo  Box  4789 ,  Helena,  MT  59601,  so  as  to  arrive  not  later  •.■ 
than  the  15th  of  the  month  following  the  last  day  of  the  report  quarter. 


BY  ORDER  OF  THE  GOVERNOR 
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DEPARTMENT  OF  MILITARY  AFFAIRS 

STATE  OF  MONTANA 

OFFICE  OF  THE  ADJUTANT  GENERAL 

HELENA,  MONTANA  59601 


*Regulation  230-l^_ 


DEC  1  5  1977 


MONTANA  STATE  LIBRARY 

Regulation  „  f  °  ^  '-ynda'e  Ave. 

No,   230-1  10  February  19 7r"''  ^°"^'"^  59601  ^- 


Nonappropriated  Funds 
UNIT  MORALE  SUPPORT  FUNDS 

1.   PURPOSE »   The  purpose  of  this  regulation  is  to  prescribe  pol- 
icies and  procedures  for  the  establishment  and  administration  of 
all  Federal  Nonappropriated  Welfare  Funds,  commonly  referred  to  as 
Unit  Morale  Support  Funds  for  units  of  this  command. 

2„   SCOPE o   This  regulation  is  applicable  to  all  units  of  the  MT  ARNGo 

3,   AUTHORI'IY.   Unit  Morale  Support  Funds  will  be  established  and 
administered  in  accordance  with  AR  230-1,  AR  230-21  and  NGR  230-21. 

4c   ADMINISTRATION.   Funds  received  will  be  converted  to  a  petty  cash 
account  in  accordance  with  para  6,   AR  230-21.   All  units,  except  those 
on  "Year  Round"  training  will  expend  all  funds  during  Annual  Training , 

5.   AUDITS.   Unit  fund  accounts  will  be  audited  annually,  as  of  31  De- 
cember, during  the  month  of  January;  at  any  time  a  fund  is  dissolved; 
at  any  time  upon  specific  direction  of  a  higher  headquarters.   Audits 
will  be  conducted  by  a  senior  officer,  not  necessarily  a  field  grade 
officer,  or  a  senior  warrant  officer  of  the  next  higher  headquarters. 
No  requirement  will  be  necessary  for  an  audit  or  inspection  of  unit 
fund  accounts  which  have  a  zero  balance  when  there  has  been  no  ac- 
tivity in  the  account  since  the  date  of  the  last  audit  or  inspection. 
It  is  the  responsibility  of  the  auditor  to  perform  a  systematic  se- 
lective examination  of  the  accounting  records  and  related  documents. 
The  following  actions  will  be  taken  upon  completion  of  the  audit „ 

a.   The  auditor  will  execute  the  statement  on  DA  Form  3259-1,   Ex- 
ceptions will  be  noted  in  the  applicable  section;  if  they  are  too  num- 
erous or  lengthy  for  the  space  provided,  a  statement  will  be  made  mak- 
ing reference  to  the  formal  audit  report;  if  there  are  no  exceptions, 
enter  the  word  "None"  in  this  section, 

bo   A  formal  audit  report  will  be  prepared  as  outlined  in  Appendix 
A,   One  report  will  cover  all  units  audited.   The  report  will  be  con- 
solidated at  major  headquarters  concerned  (Hq  163d  AC  &  HHD  6th  Bn  19th 
SF)  and  forwarded  to  this  headquarters. 


^Supersedes  AGO  Regulation  230-1  dtd  21  Aug  74  and  all  changes, 
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c»   Annual  audit  reports  are  due  In  this  headquarters  not  later 
than  15  February  each  year^ 


BY  ORDER  OF  THE  GOVERNOR 


DISTRIBUTION:   B(ll) 
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APPENDIX  A 

HEADQUARTERS  163d  ARMORED  CAVALRY 
MONTANA  ARMY  NATIONAL,  GUARD 
P„  0.  BOX  878 
BOZEMAN,  MONTANA  59715 

SUBJECT:   Annual  Report  of  Audit  of  Unit  Funds 


Dept  of  Mil  Affairs 
OTAG,  Ml  ARNG 
ATTN:   Chief  of  Staff 
P.  0„  Box  4  789 
Helena,  Montana   59601 


CERTIFICATE.   The  financial  transactions  of  the  funds  listed  below  were 
examined  for  the  periods  indicated „   The  examinations  were  made  in  ac- 
cordance with  generally  accepted  auditing  standards  and  applicable  di- 
rectives, and  accordingly  included  such  tests  of  the  accounting  rec- 
ords and  internal  controls  and  such  other  auditing  procedures  as  con- 
sidered necessary  in  the  circumstances.   In  my  opinon,  subject  to  the 
comments  and  exceptions  cited  in  this  report,  the  funds  examined  re- 
flect the  results  of  operation  in  accordance  with  applicable  direc- 
tives. 

RON  Ao  BONE 
MAH,  AR,  MT  ARNG 

Auditor 

Uni^t  Funds  Audited  P er  1  o d  Cover ed      ^Remarks 

1.  Hq  &  Hq  Trp  163d  AC  1  Jan  73-31  Dec  73  None 

2.  Trp  N(Air)  163d  AC  1  Jan  73-31  Dec  73  1  &  3 

3.  HHT  l/163d  AC  1  Jan  73-31  Dec  73  None 

4.  Trp  A  1  Jan  73-31  Dec  73  1 

5.  Trp  B  1  Jan  73-31  Dec  73  None 

6.  Trp  C  1  Jan  73-31  Dec  73  None 

7.  Co  D  1  Jan  73-31  Dec  73  1,  2  &  3 

8.  How  Btry  l/163d  AC  1  Jan  73-31  Dec  73  None 

9.  HHT  2/163d  AC  1  Jan  73-31  Dec  73  1 

10.  Trp  E  1  Jan  73-31  Dec  73  None 

11.  Trp  F  1  Jan  73-31  Dec  73  None 

12.  Trp  G  1  Jan  73-31  Dec  73  None 

13.  Co  H  1  Jan  73-31  Dec  73         3 

14.  How  Btry  2/163d  AC  1  Jan  73-31  Dec  73  1  &  2 

""NOTE:   Deficiencies,  comments,  recoirimendatlons,  etc.,  will  be  listed  on 

a  separate  sheet  attached  hereto  and  identified  with  the  funds  listed 

above  to  which  they  pertain  =,   Where  no  comments  are  made,  such  fact  will 
be  indicated  in  this  space. 


''  I 
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DEPARTMENT  OF  MILITARY  AFFAIRS 
STATE  OF  MONTANA 

OFFICE  OF  THE  ADJUTANT  GENEH^l 
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*Reg'alation  220=1,- 

STATE  DOCUMENTS  COllEGI 

DEC  1  5  1977 

MONTANA  STATE  LIBRARY 
930  E  Lynda  !e  Ave. 
15  Fsbryar\I^^W'?Montana  59601 


!ci  Urgamzatiorss 
STAFF  DUTY  OFFICER 

1o  PURPOSEo  The  purpose  of  this  regulation  is  to  provide  a  point  of  contact 
In  the  Department  of  Military  Affairs  during  nosi=dyt3?'  hours ^  holidays  and 
weekends  and  provide  a  check  on  security  of  National  Suard  facilities^ 

2o  SCOPE,,  ARNG  Field  Grade  officers  who  are  members  of  SHHD  and  are  em- 
ployed by  this  department  m1'\   be  available  for  asslgnsnent  s.s  doty  of  fleers 
unless  specifically  excused  by  the  Adjutant  General » 

3,  ASSIGNMENT  AND  NOTIFICATION, 

a.-,  Duty  roster  will  be  maintained  by  the  Military  Sypport  to  Civil 
Authorities  Section^  Officers  will  be  on  duty  from  0800  Mednesday  until 
0759  hours  the  following  Wednesday „ 


b„  A  quarterly  roster  will  be  distributed  in  .advance  so  officers 
deterfnine  their  availability  due  to  trips^  meetings  etCs,  which  woiuild  inter- 
fare  with  this  duty. 


c«  Officers  who  will  not  be  a¥ailable  for  their  assigned  tour  will  be 
responsible  for  providing  a  rej3lacerient  frem  the  list  of  available  officers 
on  the  Staff  Duty  Officer  Roster  and  notifying  the  MSCA  Office  irii  advanceo 

do  The  officer  who  begins  a  tour  of  duty  should  notify  the  answering 
service  (442-7094 )  to  insure  that  they  know  who  is  the  Staff  Duty  Officer,, 


4c,  DUTY  HOURSo  Officers  will  be  available  to  accept  calls  during 
doty  hours  of  the  week  they  are  assigned  as  Staff  Duty  Officeero 
hours  are  those  hours  when  personnel  are  not  present  for  duty  at  this 
headquarters 9  during  nights s  holidays  and  weekends,. 


do  Pick  up  Staff  Duty  Officer  Journal  at  the  MSCA  Office  in  room  20}% 
this  headquarters,  prior  to  1600  on  Wednesday  unless  Wednesday  1s  a  holiday. 
If  transfer  1s  to-be  made  on  a  Wednesday  holiday^,  the  transfer  of  assyaiption 
of  duties  will  be  accomplished  at  0800  hours  by  the  old  and  new  duty  officers » 


*Supersedes  AGO  Regulation  220=1  dated  10  February  1976 
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bo  Represent  the  Adjutant  General  In  emergencies  requiring  Immediate  use 
of  National  Guard  manpower  and  equipments  State  Emergency  plans  w111  govern „ 

Co  Be  available  during  tour  of  dutyo  Under  certain  circumstances ,  the 
staff  duty  officer  may  be  required  to  operate  at  this  headquarters » 

do  Contact  the  Adjutant  General,  Assistant  Adjutant  General,  Chief  of 
Staff  or  Plans,  Operations  and  Military  Support  Officer  If  a  request  for  man- 
power or  equipment  Is  received «  See  Annex  A  for  telephone  numbers  of  key 
indlvidualSo  If  the  request  1s  of  a  civil  defense  nature^  contact  C„Lo 
Gllbertsono  If  he  Is  not  available,  contact  the  answering  service  for  Civil 
Defense  Duty  Offlcero 

eo  Receive  training  accident  reports  from  subordinate  units o  In  the 
event  of  serious  injury  or  death,  notify  the  Individuals  1n  sub-para  B  above 
immedlatelVo  IN  NO  CASE  WILL  INFORHATION  BE  RELEASED  TO  THE  NEMS  MEDIA 
EXCEPTAS  authorized  by  the  ADJUTANT  GENERAL o 


f„  In  the  event 'Of  a  break-in  at  a  fadlitys  notify  one  Qt  the  officers 
of  the  MSCA  Section  Immediately  in  order  that  required  reports  can  be  made 
to  Insure  that  proper  action  1s  taken  by  the  person  in  charge  at  a  unit  or 
facility, 

go  One  or  more  personal  visits  will  be  made  to  Fort  Harrison  during  the 
tour  of  duty   to  contact  the  security  guard  and/or  check  compliance  with 
security  measures o 

ho  Receive  reports  of  the  following  and  report  to  MSCA  Section 
del  ay  0 

(1)  Atiy  civil  emergency  (civil  disturbance,  natural  disasters  o 
&  rescue  effort )= 

(2)  Any  aircraft  accident  or  1nc1dent„ 

(3))  Any  vehicular  accident/Incident  involving  Montana  National 
men  during  training  or  in  travelling  to  and  from  such  assembliyo 

(4)  Fire  or  other  natural  disaster  affecting  National  Guard  facilities 
and/or  equipment » 


(5)  Any  bomb  threat,  actual  or  hoax,  involving  a  National  Guard  faclhtyc 

(6)  Any  suspected  theft,  loss,  misappropriation  of  National  Guard  assets. 


(7)  Any  training  accident  or  other  Incident  that  Invc 
men  which  requires  medical  treatment  or  could  involve  other  persons o 


Regulation  220-1 


15  February  1977 


(8)  Any  actual  or  alleged  misconduct  or -criminal  act  1iivQl¥ing  any 
members  of  the  Montana  National  Guard  during  performance  of  official  duties 
or  while  enroute  to  and  from  duty  which  could  result  in  adverse  publicity  or 
embarrassmento 

io  Perform  such  other  duties  as  may  be  assigned, 

6„  REPORTS, 

a„  Reports  of  telephone  calls  recewedj  the  information  received  and 
action  taken  will  be  recorded  on  DA  Form  1594  1n  the  SDO  Journal „ 

bo  A  comprehensive  record  will  be  made  of  military  actions  requested 
action  taken  on  them  during  the  tour  of  duty.  The  MSCA  Section  will 
aintain  a  file  of  all  records  for  one  year. 


Co  Negative  reports  w111  be  made, 

7c  TRANSPORTATION,  Transportation  may  be  arranged  through  the  State 
Maintenance  Office  if  required, 

8„  ANSMERING  SERVICE,  The  Capital  Answering  Serv/ice  will  accept  call 
dyring  off-duty  hours  during  the  normal  work  weeks  on  holidays  and  wai 
They  w111  notify  the  Staff  Duty  Officer  of  the  call  so  that  he  may  cal 
originating  caller.  If  the  equipment  Is  available  at  the  answering  %i 
may  be  able  to  patch  the  Incoming  call  through  to  the  SDO  telephc 
■fo  It  1s  permlssable  for  the  SDO  to  be  absent  from  his 
tifies  the  answering  service  of  the  number  where  he  may  be  reache' 
that  he  can  be  contacted  on  the  pager, 

BY  ORDER  OF  THE  GOVERNOR 


DISTRIBUTION.  B(ll) 


kendSc 
1  the 
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ANNEX  A 

Directory  of  Key  Personnel 

1.  GENERAL,  The  Governor,  by  law^  is  the  only  person  authorized  to  mobilize 
all  or  any  part  of  the  National  Guard  for  State  Duty^  Execution  of  the 
Mobilization  Order  is  directed  by  the  Adjutant  General, 

2„  DIRECTORY. 

a.  Governor  Thomas  L,  Judge  Officer   449-3111 

bo  Keith  Colbo,  Executive  Assistant        Office:   449=3416 

Home:    442-1262 

Co  Ted  Schwinden,  LTo  Governor  Office:   449-3773 

(Acting  Governor  during  absence  of       Home:    442=1262 
Governor  Judge) 

do  MG  John  Jo  Womack 


Home:    442-9888 


e.  Home  telephone  numbers «  key  personnel,  OTAG  and  CDo 

BG  Harry  Wo  Thode,  Asst  AG  442=5765 

COL  Gerald  Bo  Effing,  Chief  of  Staff  442-0984 

COL  Kenneth  Wo  Huso,  Chief  Training  Officer  443-4464 

COL  Joseph  Wo  Upshaw,  Director  of  Maintenance  442-5956 

COL  George  A,  Kramer,  Dir  of  Supply  &  Services  442=5116 

COL  Carlyn  Lo  Gilbertson,  CD  442=5580 

LTC  Charles  R.  Adams,  Fit  Actv  Cdr  442=6755 

LTC  Peter  Tyanich,  USPFO  442-6364 

LTC  James  Wo  Duffy,  Plans,  Opns  &  Mil  Spt  Off  442-8226 

CPT  Gregory  Murray,  Cdr,  SHHD  MT  ARNG  443=2795 

CPT  John  Eo  Prendergast,  Cdr,  3669th  Maint  COo  442-9854 

CW4  Thomas  L,  Lanning,  Shop  Chief,  OMS  3  458=5638 

CW4  Joseph  Jo  Tillo,  Supervisor  CSMS  227-6364 

CW4  Albert  Jo  Gluekert,  Supervisor  AASF  ^^?-??24 
Security  Guard,  Ft  Harrison 
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ANNEX  B 

STATION  LIST  -  MT  NG 

Office  of  the  Adjutant  General 

Box  4789,  Helena  59601 

449-2709 

State  Hq  &  Hq  Det 

Box  4789,  Helena  59601 

449-2715 

Hq,  163d  Artnd  Cav 

Box  878,  Bozeman  59715 

586-2922 

126-3620 

HHT(-),  163d  AC 

Box  878,  Bozeman  59715 

586-2922 

126-3620 

Det  1,  HHT,  163d  AC 

Box  4789,  Helena  59601 

449-2434 

Trp  N(A1r)(-),  163d  AC 

Box  4789,  Helena  59601 

449-2531 

Det  1,  Trp  N,  163d  AC 

Box  351 ,  Deer  Lodge  59722 

846-1320 

127-74 

Hq,  1st  Sqdn,  163d  Armd  Cav 

HHT("),  1/1 63d  AC 

Box  1336,  BllUngs  59103 

245-7398 

122-2359 

Det  1,  HHT,  1/1 63d  AC 

Box  457,  Chinook  59523 

357-2160 

Trp  A(=),  1/1 63d  AC 

Box  70,  Miles  City  59301 

232-308? 

133-9-232- 

3087 

Det  1,  Trp  A,  1/1 63d  AC 

Box  1323,  Gl endive  59330 

365-3150 

Trp  B(-),  l/163d-AC 

Box  991,  Sidney  59270 

482-3205 

Det  1,  Trp  B,  1/1 63d  AC 
Det  2,  Trp  B,  l/163d  AC 

Box  439,  Culbertson  59218 
Box  355,  Plentywood  59254 

787-5832 
765=1861 

Trp  C(-),  l/163d  AC 

Box  547,  Malta  59538 

654-2640 

Det  1,  Trp  C,  1/1 63d  AC 

Box  346,  Glasgow  59230 

228-2933 

Co  D(-),  1/1 63d  AC 

Box  673 3  Livingston  59047 

222-1381 

Det  i,  Co  D,  l/163d  AC 

Box  1336,  Billings  59103 

245-7398 

122-2359 

How  Btry(-),  1/1 63d  AC 

Box  AD,  Harlowton  59036 

632-4612 

Det  lU  How  Btry,  1/1 63d  AC 

Box  250,  Lewlstown  59457 

538-5674 

Hq,  2d  Sqdn,  163d  Armd  Cav 

HHT(-),  2/1 63d  AC 

Box  1179,  Kalii spell  59901 

755-7220 

136-21 

Det  1,  HHT,  2/1 63d  AC 

Box  597,  Whitefish  59937 

862-2778 

Trp  E(-),  2/1 63d  AC 

Box  B52,  Havre  59501 

265-4525 

135-9-265- 

=4525 

Det  1,  Trp  E,  2/1 63d  AC 

Box  549,  Shelby  59474 

434-2672 

Trp  F(-),  2/1 63d  AC 

Box  3406,  Butte  59701 

792-9595 

123-9-792- 

■9595 

Det  1,  Trp  F,  2/1 63d  AC 

Box  207,  Dillon  59725 

683-2892 

134-9-683- 

-2892 

Trp  G(-),  2/1 63d  AC 

2501  Reserve,  Missoula 
59801 

549-8762 

125-4952 

Det  1,  Trp  G,  2/1 63d  AC 

Box  447,  Hamilton  59840 

363-2311 

Co  H,  2/1 63d  AC 

Box. 1211,  Anaconda  59711 

563-7181 

129-9-563 

-7181 

How  Btry,  2/ 163d  AC 

2501  Reserve 5  Missoula 
59801 

549-8662 

125-4952 

3669th  Ma1nt  Co,HEM  (GS) 

Box  4789,  Helena  59601 

449-2657 

103d  PI  Det  (TM  FA) 

Box  4789,  Helena  59601 

449-2715 

1049th  EN  Pit  (FFTG) 

Box  4789,  Helena  59601 
B-1 

449-2715 
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ANNEX  C 

Directory 

1 .  LOCAL  LAW  ENFORCEMENT  (HELENA) 

a.,  Police 

bo  Sheriff 

2o  STATE  AGENCIES. 

ao  Aeronautics 

be  Civil  Defense  Helena 
Home 

Co  Div  of  Forestry  Msla 

State  Net 
Home 

do  Highway  Patrol 
Chief  Home 

eo  Prison,  Deer  Lodge 
Warden,  Home 

3.  FEDERAL  AGENCIES. 

a.  Bureau  of  Land  Management,  Billings 

bo  US  Forest  Service,  Missoula 
24  hr  Number 

Co  FBI,  Helena 
Butte 

4o  CAPITAL  ANSWERING  SERVICE 

5o  NGB  Staff  Duty  Officer 

Ask  for  NGB  Staff  Duty  Officer  and  ask  operator 
to  patch  thru  to  individual's  home  phone. 


AV 


442-3231 
442-7880 

449-2506 

449-3034 

442-5580 

728-4300 

125-6551 
549-3236 

449-3000 
443-3657 

846-1320 

846-1580 

127-2200 

245-6711 

329-3337 
543-5111 

449-5400 

792-2304 

442-7094 

851-1800 


C-1 
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•.,.~^  .      Aviation 
MONTANA  NATIONAL  GUARD  SAFETY  AWARDS  PROGRAM 


lo  PURPOSE  0  Establish  policies  j,  procedures  ^  and  guidelines  for  the  proper 
recognition  of  personnel  demonstrating  an  outstanding  awareness  in  the  air- 
craft accident  prevention  program a 

2,,  SCOPE.  This  regulation  outlines  the  procedures  to  follow  in  recogni" 
zing  individuals  in  the  categories  of  Distinguished  Flying  Awards^,  Indi= 
vidual  Flying  Distinction  and  Outstanding  Maintenance  Distinction „ 

3<.  OBiJECTIVESo  Recognize  deserving  individuals  who  have  demonstrated  an 
awareness  in  the  field  of  accident  prevention,, 

ko     AWARDSe.       '•   •'•-  •  •  -■•        •■  ■  ■    -■■■•■  ,'■  ■ 

ao  The  following  awards  are  authorized; 

'^   •  ■■    (1)  DISTINGOTSHED  FLYING  AWARD„  The  Montana  Army  National  Guard 
Distinguished  Flying  Award  may  he  presented  to  any  aviator  of  the  Montana 
Army  National  Guard  who  has  distinguished  himself  by  an  extremely  safe 
flying  record,  _In  order  to  qualifjr  for  this  awards  aviators  must  not  have 
been  associated  with  a  pilot  error  related  accident  for  500  consecutive 
flying  hours  and/or  2k   consecutive  months  on  MT  ARNG  flight  status.  The 
award  period  will  begin  with  initial  entry  into  the  MT  ARNG  as  an  aviator. 
Periods  of  suspension  or  restriction  from  flying  status  and  breaJis  in 
service  shall  not  be  used  in  calculating  total  aviation  service  time. 
Accidents  as  defined  by  AR  385=^0  must  be  summarised  on; 

(a)  Individual  Flight  Records ^  DD  Form  759 

(b)  Preliminary ' Report  of  an  Aircraft  Mishap  (PRAM)  and  sub- 
stantiated by  an  applicable  collateral  investigation  of  the  accident, 

.  ,  ■   (c)  Accident  Report ^  DD  Form  285,   '  ^ 

(2)  DISTSGlUSIffiD  INDIVIDUAL  AVIATION  AWA,RD,  The  Montana  Army 
National  Guard  Distinguished  Individual  Aviation  Award  may  be  presented 
to  aviation  crew  members  who  have  distinguished  themselves  by  outstanding^ 
meritorious  achievement  or  service  to  aviation  elements  of  the  Montana 
Army ' National  Guard,  In  order  to  qualify  for  this  award  crew  members  must 
have  served  ten  years  on  active  flying  status  in  the  MT  ARNG  or  have  been 
presented  the  Broken  Wing  Award  while  in  performance  of  duty  with  the  MT 
ARNG,  Tlrie  award  period  will  begin  with  initial  entry  on  active  flying 
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status  in  the  MT  ARNGo  Periods  of  suspension  or  restriction  from  flyiag 
status  and  breaks  in  service  shall  not  be  used  in  calculating  total  avia= 
tion  service  timeo  Crew  members  contributing  sin  outstanding  innovation 
to  accident  prevention  will  also  qualify  for  this  awards 

(3)  DISTINGUISHED  BE'lVTDUAL  AVIATION  MAINTE3fANCE  AWARD «   The 
Montana  Army  National  Guard  Distinguished  Individual  Aviation  Maintenance 
Award  may  be  awarded  to  any  aviation  ground  crew  member  of  the  Montana  Army 
National  Guard  who  develops  an  outstanding  safety  record  or  suggests  a 
practice  or  procedure  which  is  adopted  by  his  unit  and  which  significantly 
enhances  the  safe  operation  of  military  aircraft  or  aviation  ground  proce~ 
dureso         ..    ,:  _  ,   .  '-.  ,  - 

b»   DISTINGUISHED  MONTANA  ARMY  NATIONAL  GUARD  SAFETY  AWARDS,  A  plaque 
entitled  (see  above)  will  be  placed  at  the  Montana  Army  Aviation  Support 
Facility  on  which  will  be  placed  the  names  of  individuals  awarded  the 
various  awards  in  paragraph  ka,   above » 

c«  The  awards  will  be  in  the  form  of  a  Certificate  of  Safety  issued 
by  the  Adjutant  General^  an  appropriate  letter  of  appreciation^  a  copy  of 
which  will  be  filed  in  the  recipient's  MPRJj  and  the  presentation  of  an 
appropriate  individual  award  (tie^tac^,  bracelet^  pen  &  pen<^l  set^  etco) 
as  selected  by  the  Aviation  Safety  Awards  Councils     ^,ij#' 

5»   GENERAL  PROVISIONS o 

a,  A  State  Aviation  Safety  Awards  Co'ancil  shall  be  formed  and  composed 
of  the  following  personnels 

(1)  State  Aviation  Officer  (Chairman) 

(2 )  AASF  Comm,ander 
"••'-'■  (3)  AASF  Safety  Officer 

(k)     State  Aviation  Safety  Officer 

(5)  Minimum  of  one  representative  from  each  of  the  unit/platoon/ 
section  within  the  MT  ARNG  structure o 

(6)  Army  Aviation  Advisor 

be  The  eoi-mcil  shall  meet  annually  prior  to  the  MT  ARNG  Safety  Confer^ 
ence  or  at  the  call  of  the  chairm.anc.  The  council  shall  select^  from  nomi= 
nations 3,  individuals  qualifying  under  paragraph  ^a(l)3  (2)j  or  (3)<> 

Co  Presentation  of  individual  awards  shall  be  made  at  the  Annual  MT 
ARNG  Safety  Conference  whenever  possible„ 

d.  Funding  for  program  shall  be  budgeted  by  the  AASF  Commander  during 
annual  budget  requests »  _•■      .■;.■;• 

6„   REFERENCES s  ...      .    '   '  '-  '  ■ 

a,  AR  95~1  Army  Aviation;  General  ir'rovisions  and  Flight  Regulations 

bo  AR  95-5  Aircraft  Accident  Prevention^  Investigation^  &,  Reporting 
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Co  AR  385 -10  Army  Safety  Program 

do  AR  385-^0  Aircraft  Accident  Reporting 

e.  NGR  95°°!  Army  Aviation 

f.  NGR  385  •=!  Safety 
BY  ORDER  OF  THE  GOVERNORS 


2k  January  I977 


DISTRIBUTION;  B(11) 
Plus  12  to  AA.SF 


4, 


T'  *-.'  1  ^ 


,    ■;  .••  i.  w 


!».  . 


-V^'^ 


*Regulation  ^11-b 


DEPARTMENT  OF  MILITARY  AFFAIRS 

STATE  OF  MONTANA 

OFFICE  OF  THE  ADJUTANT  GENERAL 

HELENA,  MONTANA  59601 


Regulation 
No,,   672-6 


28  February  1977 
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Decorations,  Awards  and  Honors 
ARMY  RESERVE  COMPONENTS  ACHIEVEMENT  MEDAL 


1,  PURPOSE.   The  purpose  of  this  regulation  is  to  prescribe  policy  in 
awarding  the  Army  Reserve  Components  Achievement  Medal  to  members  of  the 
Montana  Army  National  Guard. 

2„   SCOPE.   This  regulation  is  applicable  to  all  units  of  the  Montana 
Army  National  Guard. 

3.  AUTHORITY.   General  Orders  30  Hq  Department  of  the  Army  Washington, 
DoCo  dated  29  June  1971. 

4.  GENERAL,   a.   On  3  March  1971,  the  Secretary  of  the  Army  approved  a 
service  medal  to  be  awarded  to  members  of  units  of  the  Reserve  Compo- 
nents of  the  United  States  Army,  beginning  one  year  from  that  date,  to 
be  known  as  the  Army  Reserve  Components  Achievement  Medal. 

b.   The  medal  will  be  issued  with  distinctive  reverse  faces  for  ser- 
vice with  the  Army  National  Guard  and  the  United  States  Army  Reserve „ 

Co   The  Army  Reserve  Components  Achievement  Medal  will  take  prece- 
dence next  after  the  Armed  Forces  Reserve  Medal. 

d.   The  medal  will  be  awarded  to  eligible  personnel  in  the  grade  cf 
colonel  or  below  on  completion  of  four  years  service  in  a  Reserve  compo- 
nent troop  program  unit.   Eligibility  criteria  is  announced  in  page  4-10 
para  4-32  AR  672-5-1. 

e.   Only  one  Army  Reserve  Components  Achievement  Medal  will  be  is- 
sued to  any  one  individual.  A  bronze  oak  leaf  cluster  will  be  Issued  in 
lieu  of  a  medal  for  each  additional  4  years  of  qualifying  service o   A 
silver  oak  leaf  cluster  will  be  issued  in  lieu  of  5  bronze  oak  leaf 
clusters.   Medals  and  oak  leaf  clusters  will  be  requisitioned  through 
this  office,  ATTN:   Awards  and  Decorations  Officer. 


BY  ORDER  OF  THE  GOVERNOR 


DISTRIBUTION:   B(ll) 


*Supersedes  DMA  MT  AGO  Regulation  672-6  dated  9  February  1977 
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No,     670-1 


"H'   W    t';^; 


"*■•■■  -f-^'     '-'■•'  -1  .:     IMiform  and  Insignia  .i    --a-    ;..; 
UNIFORM  AND  APPEARANCE  RETUIATIONS 


1,  PURPOSE,  .;       ;^^         • 

a.  The  purpose  of  this  regulation  is  to  prescribe  uniform  and  appear= 
-  ance  standards  applicable  to  all  roembers  of  the  Montana  Army  National  Guard. 

,  -   b»  Officers  and  warrant  officers  wiilj  by  their  appearance^  set  the 
example  for  neatness  and  strict  conformity  to  the  regulations  relative  to 
'""^■■'■"^  ■  the  wearing  of  vmiforms  and  equipment.  The  dignity  of  the  uniform  is  best 
preserved  by  all  personnel  when  they  wear  it  as ''prescribed  and  conduct 
'-   themselves  in  a  manner  to  reflect  credit  upon  themselves  and  the  military 
•"■-  '•■   service,    ■   - 

2,  SCOPE,  This  regulation  is  applicable  to  members  of  the  Montana  Army 

^. '■   National  Guard,   ■■-  -  ■  _;■-  ,     ■-  -v  ■  ^       .      ■..-.., 

3,  WEARING  OF  THE  UNIFORM,  ■•■-',=  ""-■  "■^■■'^   ^- :=-:  !>:  .\-r.    .&p...- .  L^r-t  m-C-' ■  '     '  ' 

.^-''ri.i.'^      a.  The  provisions  of  AR  670."5s  670-6^  and  67O-3O  with  supplements 
are  applicable  to  the  Montana  Anny  National  Guard,     -.  .i,"^-cfr^;--3 ;-.'■" 

•■■•■■■-■'     bo  The  winter  uniform  will  be  wona  by  all  personnel  beginning  with 
"■'■"■"  third  Monday -in  September.,  and  the  sujnmer  uniform,  will  be  worn  beginning 
'""■■-"   with  the  third  Monday  in  May^  .■■_     -  ■    ■  .    . 

G„     Gapg  servise^  will  be  worn  as  prescribed  by  AR  670=50  -s?-"'" 

■  '   d.  Officers  and  warrant  officers  are  authorized  to  wear  capj,  garrl= 
son J  shade  kk^   when  the  shirt  is  worn  as  an  outer  garment ^  or  when  the 
"-•V   individual  officer  is  in  a  travel  status  away  from  his  home  station, 

e„  Items  authorized  for  wear  on  Aiiny  uniforms  will  be  limited  to  those 
■-->"   listed  in  AR  670-5 .   '^^^'Z:  .-■  .-  ./.:  ---...:.., 

.. "■  ■      f.  Mixed  uniforms  will  not  be  worn  at  any  time.,  4'"'-''  £:-^--".:;'^'-'-;'J >.■■■■ 

•■'■■""■•■'-'    g„  Female  members  will  meet  the  uniform  and  appearance  standards  pre- 
-•^   scribed  by  AR  670-30»-if •'«*;■  '"^>:^'~^  ""'■■'"  ■■     '  ■■;  /'?;/-i''f53v  ,-  'U^U-^ 

*Supersedes  AGO  Regulation  670-1,5  dtd  12  Feb  75  and  all  changes   ;  ■    .   ' 
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-  Regiilation  670-1        '-  24  January  1977 

'•■■'■-^'''     h„  Wear  of  the  Field  Unifonn  (fatigues)  by  women  will  be  prescribed 
only  when  required  by  duty  or  training*  The  Army  Green  Uniform  or  the 
Army  Green  Cord  Uniform  will  be  the  uniforms  prescribed  when  the  wear  of 
the  Field  Uniform  is  not  appropriate.  There  is  no  intent  in  policy  to 
have  women  wear  fatigues  in  order  that  they  appear  uniform  with  male 
soldiers o  Optional  authorized  items  may  be  purchased  by  the  individual 
for  wear„ 

i.  The  wear  of  Infantry^  Field  Artillery,  Air  Defense  Artillery  and 
Armor  insignia  by  women  is  not  authorized, 

ko     WEARING  OF  INSIGNIA,  ■•■  . 

a.  Wearing  of  insignia  of  grade  and  branch  will  be  in  accordance 
.-■:^  with  AR  670-5  and  Appendix  A.  •    .  i  .?>*■. '.-'-...^v  ^v  ";.        ■    ■  ' 

.;,  -■"■    b.  Enlisted  personnel  will  wear  the  insignia  of  branch  of  their 

-:  /'  primary  MOS  except  as  follows :  '       • 

.■•••;'  -  •■'    ■  '  (1)  Female  Basic  Trainees  will  wear  the  "Pallas  Athene"  enlisted 
'  -v  '    insignia  of  branch « 

%r  .:,..   ..  ^,.,; 

(2)  Male  Basic  Trainees  will  not  wear  branch  insignia  but  will  . 
wear  US  insignia  on  both  collars/lapels*  ■■ 

•  v;:tjt.-r   j-.v  •■  •■  :   .  ■! 

..-!=    '     (3)  Noncommissioned  officers  in  authorized  Inspector  General    ,  ;- 
/].     TOE/mtOE/TDA  positions  will  wear  Inspector  General  insignia  (optional   '"  ■,=,'"., 
when  available^  mandatory  wear  date,  1  Jul  77)«  ;  -•.■-■■  >.   -/.,  ..g*;-'-   ^^ 

>,..a'''-.-'*5.;/-   (if)  Command  Sergeants  Major  will  wear  Branch  Immaterial  (formerly 
IJias signed  to  Branch)  insignia. <■  ■,  ■     .■■.;,■.-   ?    ■■  -;;.,.  ,  ,.,  ,,  'n. 

'•'■  - -"   Co  Even  though  an  officer  has  been  examined  by  a  Federal  reeognition 
'•i'  board  and  recommended  for  promotion j  he  is  not  authorized  to  wear  the  in^ 
signia  of  the  higher  grade  or  be  identified  therewith  until  he  has  received 

the  official  notification  of  Federal  recognition  and  the  effective  date 
thereof  from  the  National  Guard  Bureau.  -:     -v 

■'  .   5o   SEECIAL  ITEMS  OF  IMIFORM,    -  ^- - 

a.  ■  Solid  color  baseball  caps  may  be  worn  by  aircraft  and  ground  crew 
members  as  a  safety  and  identification  measure, 

b,  A  black  leather  plate' 2"  x  3"  with  wings,  name  and  grade  of  indiv- 
idual embossed  in  silver^  will  be  worn  on  the  flight  jacket  of  individuals 
authorized  this  type  of  garment,   .,  i-<t  '  ^y^  ,■=;•- >?i-.,u-  e^  - ,  "■•  ,  •: 

s-:.^.  .    Co  Members  of  Special  Forces  units  are  authorized  to  wear  the  beret ^ 
rifle  green  colorj  with  uniforms  and  on  occasions  when  the  cap^  garrisonj 

capj  service^  or  capj,  utilityj,  OG  106;,  would  be  appropriateo 
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d.  Officers^  -warraat  officers  and  enlistsd  persezaielg  while  assigned 
to  Armed  Cavalry  Eegijaieat  cavalry  seuadrons  or  separate  camlry  troops 
are  authorized  to  wear  the  crossed  sabre  iriSigaia  in  lien  of  branch  irisig= 
niaj  on  an  optional  basis j  subject  to  the  approval  of  major  field  eomtnan- 
ders.  Optional  insignia  are  authorised  for  wear  only  while  assigned  to 
the  designated  unit.  Optional  ite!Eig  will  not  be  furnished  from  appropri- 
ated funds  c  .,    „      . 

e»  Wear  of  optional  items  will  be  at  the  option  of  the  individual  and 
commanding  officers  will  not  require  the  purchase  of  isxauthorized  or  optional 
uniform  and  insignia  items  unless  specif ieally  directed  by  the  Department 

of  the  Army  or  the  Adjutant  General^,  State  of  MoRtanao      .  ••■-;  -  ,'  ■■ 

6.   PERSONAL  APPEABMTCE.  ,  '  •  - '•    •.  '  "" 


a»  The  Army  is  a  uniformed  ser'/ies-  Thsreforej,  a  neat  and  well-groomed 
appearance  by  soldiers  is  fundamental  to  the  Aimys  and  contributes  to  buil= 
ding  the  pride  and  esprit  essential  to  an  effective  military  force.  A  Ti- 
tal  ingredient  of  the  Army's  strength  and  military  effectiveness  is  the 
pride  and  self -discipline  which  American  soldiers  bring  to  their  ser¥iee„ 
It  is  the  responsibility  of  comraajiders  to  insure  that  military  personnel 
under  their  eommand  present  a  neat  an.d  soldierly  appearance  =>  and  it  is  the 
duty  of  each  soldier  to  talce  pride  in  ?ais  appearance  at  all  times  = 

b.  The  wearing  of  the  Army  uTiiform  should  be  a  matter  of  personal  pride 
and  satisfaction.  Each  soldier  is  a  represeatatlTe  of  the  Itiited  States 
government  J,  and  should  have  a  psysieai  configuration  and  posture  when  in 
unifonn  that  is  trim  and  smart.  Waistlines  that  stretch  the  front  of  an 
otherwise  well  "fitting  bicsuse  O'r  shirty  and  "pot-bellies'"  detract  from  good 
military  appearance. 


c.  There  are  many  hair  styles  which  are  acceptable  in  the  Army,  So 

long  as  a  soldier's  hair  is  kept  in  a  neat  marmerj  the  acceptability  of  the 
style  will  be  judged  solely  by  the  criteria  described  belowo  ■■    '  < 

d„  Haircuts  5,  without  reference  to  style  j,  will  conform  to  the  standards 
illustrated  on  DA  Poster  600"20'.  ThJ-s  poster  will  be  prominently  displayed 
on  unit  bulletin  boards,, 


BY  ORDER  OF  THE  GOVlRIfOE: 
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APPES'JDIX  A 


ORDNANCE  BEASS  '  -    "'     '"'    '    ■'"    .•.-■■'-'      . 

.:    MOS  3^G,  35F,  35J,  i+lC,  Ute,  hkE,  khz,   i^5B,  k5B,   U5J,  i*5K,  k5L,   U5M,  it5N, 
:■  .-*  -  k3T,   45R,  45Z,  55B3  55D,  55G,  55X,  55Z,  57C,.  63B,  63c,  63F,  Ssn,   63s,  63J, 
'  ■  '^'   63Z 

FIELD  ARTILLERY  BRASS      '   ^    :=  w    ^         -  "    '  ''"•'.  "'"^-t^  ■"- 
"'  "-  ,.."  MOS  13B,  13Ej  13Zs  i3Y,  13W,  i5B,  i5D,  15E,  15F,  15Js  I7B9  17c,  82G,  93F.. 

f"^-...  ^  ENGINEER  BRASS  '^ '  ^'"'■" -/ ' " '  •""'■  -'■'':■'      "    '  "'   ■•"■?>."  ■■^''r.:^^, 
'...''  -  ■  -.'..■ 

i'       MOS  OlCj  OlDs  OlS,  OIF,  123^  12C,  12E,  12Z,  ^HB,  ^HK,  5IB5  510^  5'!^^'  51Es 
.,?\^  5IF,  5IG,  5IH,  5IJ3  5IK,  5IL,  5IM,  5IN,  51Pj  5iR,  52B,  52c,  52D,  52E,  52H, 
"\   52Js  52K5  52L3  52M,  53B5  53G,  57D,  62B,  62C,  62D,  62E,  62F,  62G,  62H,  62Jj 
62K,  62Ls  62M,  62N,  8iBj  8IC,  8IB,  8IE,  8IF,  8IQ,  82Aj  82B,  820^  82E,  83A, 
83D,  83E,  83F,  83Z      .  _..,.,  ■  , ,   .^  . 

-  ..      CHEMICAL  BRASS  ..  ,;      _   ■ 

^     MOS  OlGj  5^As  5^Bj  5hC,   5to,  54Ej  5^F,  92D  ..  ;;--\,  ."^ 

SIGNAL  BRASS  ,      :  •  .■...■  ^-  .■  'j.^ 

MOS  OIB5  05B,  05Cs  05Ej  05Fs  21G,  21L^  2IR5  21S,  21T,  2IU,  22Gs  22K,  22Mj 

22L,  23N,  23Q,   233^   23T,  23U,  23V,   23W,  24b,  2te,   24d,  2i+E,  24Fs  24g,   2^^ 

2kj,  2kK,  2lm,   2ij-Ns   2kV,  2ifQ.5  24U,   24Y,  25D,  25G,   25M,   25J5  25K,  252^   26Bj 

26Cj  26D,  26H,   26k,   26L,  26m,  26k,   26P,  26T,  26v,   26W,   26Yj  278^  27Dj   27E, 

27F,  27G,  27H,   27Zs   28m,  3IB,  31Dj   31Ej  31G,,  31-3%   31L,   BMj  31N,  31S,   31T, 

•    -        ■-'    3IV,  3IW,  3IZ,   32D,   32E,  32F,  32C-S   32H,  32S,  3^,   3^D,   S^E^  S^F,  3^H,   3^J, 

-     3te,  3itL,  3^,  35B,  35D,  35E,  35G,  35H,  35K,  35L,  35M,  35N,  35Rs  35P,  35S, 

•:     35Ts  351J,  36C5  36D,  36E,  36G,  36H,  36K,  36L,  i^lE,  UlG,  4IJ,  1+6A,  k6D,  k6L, 

■         k6l!i,    72Bs  72C5  72D,  72Fs  72Gs  72H,  84B,  8kC,   8kD,   84e,  84Fj  8ilG   , 
MILITARY  INTELLIGENCE  .:,  .:..-.        ..  ■  .  -■       \-- .      .    '      > 


MOS  05Ds  05Gj  05Hs  05Kj  UK,  HL,  ITM,  33S,  96Bj  96c,  96D,  9Ge,  96z„  97B, 
97c,  9713,  ^C,  98g,»  98J,  96Z 

MILITARY  POLICE 

ms  OOC,  95Bs  95C,  95D 

QUARTERMA.STER  BRASS 

MOS  ifSEj  km,  57s,  57F,  76J,  76D,  76P,  76?,  76¥,  76X,  76Ys  76Z,  920^  9^B, 
9i^F 


TRMSFORIATIOW  BRASS 

MOS  OOB,  57H,  6IB3  6lCs  6IF,  6lZs  dkC^   65Bs  65Dj  65Ej,  65Fs  65Gj  65H3  65J5, 
65K,  65Z,  67B,  67c,  67F,  67G3  67H,  67Mj  67M,  67P,  67R3  670^  67Vj  67W,  67X3 
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DEPARTMENT  OF  MILITARY  AFFAIRS   STATE  DOCUMENTS  COLLECTION 

STATE  OF  MONTANA   ' 
OFFICE  OF  THE  ADJUTANT' GENERAL        DEC  1  5  1977 
HELENA,  MONTANA  '  59501 

MONTANA  STATE  LIBRARY 
Regulation  930  E  Lyndale  Ave. 

No.   611-3  19  Sept emHeh5'naiatt)Wana- 59601 

Personnel  Selection  and  Classification 
WARRANT  OFFICER  CAREER  PLANNING  AND  MANAGEMENT 

1.  PURPOSE.   This  regulation  provides  guidance  for  warrant  officers  in 
developing  career  plans  and  establishes  parameters  for  each  warrant  of- 
ficer for  promotion  and  selective  retention.   References:   AR  611-112, 
NGR  600-101,  NGR  635-102  and  NGB  Pam  600-2. 

2.  SCOPE.   This  regulation  pertains  to  all  warrant  officers  in  the 
Montana  Army  National  Guard. 

3.  RESPONSIBILITY.   Each  warrant  officer  must  establish,  perform  and 
continue  proficiency  within  his  MOS.   He  must  broaden  his  military 
knowledge  and  ability  as  well  as  display  competance,  versatility  and 
growth  potential  through  military  and  civilian  education  programs  in 
his  specialty.   Warrant  officers  must  strive  to  become  proficient,  ed- 
ucationally, to  maintain  consistency  with  active  counterparts  in  the 
total  force  concept. 

4.  WARRANT  OFFICER  EDUCATION  PROGRAM.   Warrant  officer  education  is 
not  a  rigid  program  and  varies  according  to  the  specific  warrant  of- 
ficer specialty.   Each  warrant  officer  should  strive  to  attain  all  of 
the  available  resident  and/or  non-resident  training  pertaining  to  his 
or  her  specialty. 

5.  CAREER  PLANNING.   Warrant  officer  career  planning  is  divided  into 
five  principles  of  progression.   These  principles  stated  in  NGB  Pam 
600-2  are  restated  here.   Principles  of  Progression.   The  career  pat- 
terns that  follow  are  founded  upon  five  principles  of  progression. 
Each  principle  has  a  different  weight  of  importance  when  applied  to 
different  specialties,  but  to  some  degree  all  of  these  principles  ap- 
ply to  all  warrant  officers.   The  five  principles  are:  phased  develop- 
ment, vertical  mobility,  lateral  mobility,  skill  progression  and  de- 
velopment of  managerial  talent . 

a.   Phased  Development.   Career  patterns  are  phased  in  years  of  war- 
rant officer  service.   As  warrant  officers  progress  from  one  phase  to 
the  next ,  they  must  be  prepared  for  a  wider  range  of  duties . 

(1)   Phase  I  -  From  appointment  as  a  warrant  officer  to  the  com- 
pletion of  the  third  year  as  a  warrant  officer.   This  period  in  essence 
is  a  probationary  period  and  allows  for  entry  into  a  career  status .   Dur- 
ing this  phase,  time  should  be  devoted  to  completion  of  initial  MOS  train- 
ing, either  by  resident  or  non-resident  courses  or  civilian  schools  related 
to  the  MOS.   Full  adaptation  of  officer  status  and  establishment  of  the 
foundation  of  experience  needed  for  career  development  is  also  necessary. 
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(2)  Phase  II  -  From  the  third  to  the  ninth  year  of  warrant  officer 
service.   This  period  is  devoted  to  assignments  at  intermediate  echelons  of 
warrant  officer  responsibility.   This  phase  is  characterized  by  expanded 
training  by  attendance  at  resident  courses  (advance  course,  if  available) 
or  nonresident  courses  (advance  course,  if  available). 

(3)  Phase  III  -  From  the  ninth  year  to  the  fifteenth  year  of  war- 
rant officer  service.   During  this  phase,  individuals  must  complete  the 
Warrant  Officer  Senior  Course  by  resident  or  non-resident  instruction. 

(M-)   Phase  IV  -  From  fifteenth  year  of  service  as  a  warrant  officer 
to  termination.   This  period  encompasses  maximum  development;  the  best  per- 
formers will  be  selected  for  retention  past  their  twentieth  year  of  service. 
It  is  during  this  final  phase  that  warrant  officers  will  be  expected  to  make 
their  greatest  contribution  to  the  service.   All  warrant  officers  entering 
this  phase  v^rill  be  proven  performers  who  have  been  fully  prepared  for  assump- 
tion of  the  most  demanding  duties  in  their  career  fields.   From  this  group, 
selected  individuals  should  be  placed  in  those  positions  requiring  the  great- 
est judgment,  maturity  and  independence  of  action.   Upon  completion  of  the 
twentieth  year  of  service  as  a  warrant  officer,  the  individual  must  complete 
during  each  2-year  period  a  minimum  of  25  credit  hours  of  non-resident  or 
resident  training  (military  or  civilian)  related  to  the  MOS  to  ensure  selec- 
tive retention. 

b.  Vertical  Mobility.   Assignment  patterns  are  echeloned  from  lower  to 
higher  levels  of  command.   As  warrant  officers  gain  experience,  they  should 
be  considered  for  assignment  to  positions  at  successively  higher  echelons. 
The  availability  of  higher  level  duty  positions  varies  due  to  geographical 
constraints.   Unlike  commissioned  officers,  warrant  officers  do  not  neces- 
sarily progress  to  higher  echelons.   The  assignment  pattern  is  echeloned 

to  manifest  the  policy  that  only  the  best  qualified  warrant  officers  will 
be  selected  to  make  the  transition  from  the  lower  levels  to  the  relatively 
few  top  level  assignments  that  exist. 

c.  Lateral  Mobility.   In  many  specialties,  especially  in  the  common 
support  specialties,  warrant  officer  progression  may  be  characterized  by 
lateral  mobility;  i.e.,  doing  the  same  basic  job  in  units  of  different 
arras  and  service.   The  warrant  officer  who  benefits  from  lateral  progres- 
sion becomes  a  combined  arms  technician  familiar  with  organizaton,  missions, 
methods  and  interrelationships  of  the  various  arms  and  services.   Progres- 
sion in  vertical  mobility  reassignments  may  not  be  practical  or  authorized 
due  to  constraints  of  MTOE/TDA,  civilian  employment  and  geography. 

d.  Skill  Progression.   Of  the  five  principles  of  progression,  the 
principle  of  skill  progression  has  the  greatest  variety  of  application 
between  career  fields.   Warrant  officers  should  seek  additional  skills 
and  MOS  specialties. 

e.  Development  of  Managerial  Talent.   As  warrant  officers  progress, 
they  normally  find  that  tlie  demand  for  their  services  as  "hands  on"  oper- 
ators will  decrease.   While  the  demand  for  their  services  as  technical  ad- 
ministrators, staff  advisors  and  specialty  managers  will  correspondingly 
increase.   Their  assignments  as  WOl  may  markedly  differ  in  duty  require- 
ments from  requirements  they  may  have  as  CW^  on  the  staff  of  a  major  com- 
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mand  or  at  State  Headquar-:ers  level.   Therefore,  no  matter  what  their  MOS, 
all  warrant  officers '  development  of  general  managerial  ability  must  keep 
pace  with  their  development  of  technical  competence .   Development  of  mana- 
gerial talent  requires  that  warrant  officers  increase  their  performance 
capacity  in  the  five  basic  functions  of  management;  i.e.,  planning,  organ- 
izing, coordinating,  directing  and  controlling  in  all  areas  of  their  re- 
sponsibility.  This  fifth  principle  of  progression  applies  to  and  is  in- 
clusive in  the  preceding  of  four.   Failure  to  account  for  it  in  career 
planning  can  have  manifold  effects  in  all  of  the  other  areas.   The  fol- 
lowing discussion  describes  the  various  applications  of  this  principle. 

(1)  The  most  challenging  jobs  in  each  specialty  are  those  that 
require  warrant  officers  to  integrate  the  functions  of  their  MOS  with 
broader  Army  functions  and  activities,  including  the  development  of  ef- 
fective interfaces  with  higher,  lower  and  adjacent  headquarters.  Govern- 
ment agencies  and  civilian  agencies.   Warrant  officers  are  an  essential 
link  in  "the  system"  that  converts  theory  into  practice.   If  they  do  not 
prepare  themselves  to  perform  this  linkage  function  effectively,  they 
will  find  themselves  being  passed  by  their  contemporaries.   Many  special- 
ties provide  an  opportunity  for  the  best  qualified  warrant  officers  to 
work  in  positions  involving  the  management,  monitorship  or  direct  super- 
vision of  command-wide  or  statewide  programs  within  the  scope  of  their 
MOS.   A  precondition  of  such  assignments  is,  therefore,  a  demonstration 
of  ability  to  handle  the  managerial  aspects  of  the  job. 

(2)  All  MOSs  require  warrant  officers  to  supervise  their  subor- 
dinates, among  whom  may  be  included  enlisted  personnel,  civilian  employees 
or  other  warrant  officers;  and,  successful  supervision  entails  the  exercise 
of  managerial  competance.   Some  assignments  may  require  warrant  officers  to 
serve  as  commander,  which  involves  a  wide  range  of  managerial  functions.   A 
broader  example  is  found,  however,  in  the  maintenance  and  repair  specialties 
that,  together,  constitute  over  half  of  the  MOSs  in  the  warrant  career  pro- 
gram.  A  maintenance  technician  must  become  a  good  maintenance  manager  to  be 
successful.   The  warrant  officers'  jobs  are  not  to  turn  the  wrench  or  weld 
the  frame.   Instead,  they  must  be  able  to  plan  and  schedule  the  work  flow, 
teach  and  supervise  their  subordinates,  administer  the  spare  parts  requisi- 
tion system,  develop  and  monitor  supporting  programs,  coordinate  with  other 
agencies,  maintain  unit  readiness  data  and  numerous  other  tasks.   They  will 
be  unable  to  accomplish  these  tasks  if  they  attempt  to  perform  repairs  them- 
selves.  Of  course,  they  must  be  able  to  show  their  subordinates  how  to  per- 
form, diagnose,  and  repair  and  maybe  even  do  it  themselves  in  emergencies. 
But  the  value  of  warrant  officers  to  the  ARNG  will  increase  to  the  degree 
that  they  transmit  their  knowledge  to  others  and  will  increase  their  value 
even  further  to  the  degree  that  they  can  stimulate  their  subordinates  to 
effectively  carry  out  the  mission.   These  are  managerial  functions,  the 
neglect  of  which  will  retard  a  warrant  officer's  development. 

(3)  Managerial  talent  is  among  the  factors  that  should  be  consi- 
dered when  warrant  officers  are  being  promoted.   Although  the  individual 
may  be  a  first  class  pilot  or  mechanic,  the  ARNG  expects  more  of  its  war- 
rant officers.   In  addition  to  MOS  qualifications,  warrant  officers  are  ex- 
pected to  be  able  to  communicate  (brief  the  boss,  counsel  the  sergeant); 
deal  sensitively  with  people  (correct  the  "tech  rep",  gain  the  trust  of  the 
inspected  unit);  efficiently  mix  a  variety  of  tasks  (additional  as  well  as 
principal  duties);  and  in  each  area,  make  plans  as  well  as  execute  and  su- 
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pervise  them.   These  functions  are  managerial. 

C-O  Warrant  officers  serve  primarily  in  middle  management  posi- 
tions.  As  a  middle  manager,  it  is  important  to  mesh  both  educationally 
and  professionally  with  commissioned  officers,  yet  be  able  to  understand 
the  "nuts  and  bolts"  of  doing  the  technical  job  at  hand.   Because  of  this 
position,  it  is  necessary  for  warrant  officers  to  recognize  responsibility, 
to  advise  and  to  recommend  to  superiors.   Tact  is  required,  as  is  forceful 
presentation  of  recommendations.   Failing  these  requirements  may  result  in 
lost  opportunities  for  substantial  savings  and  improved  mobilization  readi- 
ness.  Good  staff  advice  requires  presentation  of  both  pro  and  con  about  a 
problem,  with  proposed  alternative  solutions  for  analysis  by  the  senior  of- 
ficer; the  results  will  be  decisions  based  upon  sound  facts.   However,  the 
"boss"  makes  the  decision,  the  warrant  officer  remains  loyal  and  supports 
chosen  courses  of  action. 

(5)   The  development  of  managerial  skills  and  the  importance  of  in- 
tegrating such  skills  with  all  other  facets  of  one's  duties  are  emphasized 
in  the  warrant  officer  career  courses.   Before  enrollment  in  the  career 
course,  however,  warrant  officers  can  do  much  on  their  own  to  increase 
their  knowledge  and  improve  their  capabilities.   Correspondence  courses 
offer  a  good  avenue  of  development.   Most  libraries  have  a  wide  range  of 
books  on  specific  managerial  techniques,  such  as  management  by  objectives 
or  management  by  exception.   The  demonstration  of  such  initiative,  toward 
both  self  improvement  and  job  improvement,  is  an  attribute  of  character 
that  is  highly  desireable  and  is  a  great  value  to  the  Army.   It  is  insuf- 
ficient, however,  to  simply  learn  about  managerial  techniques;  the  critical 
requirement  is  to  apply  that  knowledge  effectively  for  improvement  of  job 
performance . 

6.  PROMOTION  AND  RETENTION  CRITERIA.   The  specific  warrant  officer  promo- 
tion/retention criteria  specialties  assigned  to  the  Montana  ARNG  are  con- 
tained in  Appnedix  A.   A  list  of  MOS  related  non-resident  subcourses  is 
furnished  for  each  warrant  officer  MOS. 

7.  TRANSITION  OF  WARRANT  OFFICERS  CURRENTLY  ASSIGNED.   Some  ARNG  warrant 
officers  have  not  yet  completed  all  educational  requirements  established 
in  this  rep-ulatlon.   To  preclude  an  injustice  and  unnecessary  hardship  on 
those  warrant  officers,  the  following  criteria  is  established  to  bring  a- 
bout  a  just  transition  effective  15  June  1977. 

a.  Wl :   Those  warrant  officers  who  have  not  com.pleted  18  months  of 
warrant  officer  service  will  be  required  to  complet'^  an  MOS  producing 
course,  if  available,  either  by  resident/non-resident  military  courses 

or  civilian  schools  in  their  MOS.   If  no  MOS  course  is  available,  a  mini- 
mum of  120  credit  hours  in  MOS  related  subjects  must  be  accomplished 
prior  to  promotion  to  CW2.   For  those  individuals  who  have  completed  18 
months  service,  the  educational  requirement  to  CW2  is  waived;  however, 
the  individual  is  required  to  complete  an  MOS  producing  course  either 
resident  or  non-resident  within  2  years  from  15  June  1977. 

b.  CW2 :   Those  warrant  officers  who  have  not  completed  3  years  as 
a  CW2  will  be  required  to  complete  a  WO  advance  course ,  if  available , 
either  resident  or  non-resident  courses.   If  no  WO  advance  course  is 
available  in  that  career  pattern,  200  credit  hours  in  MOS  related  sub- 
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jects  must  be  accomplishea  prior  to  promotion  to  CW3.   For  those  indi- 
viduals who  have  completed  3  years  service  as  a  CW25  the  educational  re- 
quirements to  CW3  is  waived;  however,  they  are  required  to  complete  a 
WO  advance  course,  if  available,  in  their  career  patterns  or  200/250  hours 
in  MOS  related  subjects  within  3  years  from  15  June  1977.   Those  CW2s 
who  are  enrolled  in  and  satisfactorily  participating  in  the  Warrant  Of- 
ficer Senior  Course,  E-32  as  of  the  date  of  this  publication  will  be 
considered  educationally  qualified  for  promotion  to  CW3  upon  completion 
of  50%  of  the  WOSC  E-32  (correspondence). 

c.  CW3:   Those  warrant  officers  who  have  not  completed  3  years  as 
a  CW3  will  be  required  to  complete  the  Warrant  Officer  Senior  Course  by 
resident  or  non-resident  means  prior  to  promotion  to  CW4.   Individuals 
who  have  completed  3  years  of  service  as  a  CW3  will  enroll  in  this  course. 
Failure  to  complete  the  course  will  not  delay  promotion  to  CW4;  however, 
not  later  than  5  years  from  15  June  1977  the  individual  must  complete  this 
course,  or  Federal  recognition  may  be  withdrawn  by  the  Chief,  National  Guard 
Bureau. 

d.  CW4:   All  CW+s  will  complete  the  Warrant  Officer  Senior  Course 
within  5  years  from  15  June  1977.   Failure  to  complete  this  requirement 
may  ultimately  lead  to  the  individual  being  separated  due  to  Selective 
Retention  Board  action. 

e.  State  OPMS  managers  will  ensure  that  all  currently  assigned  war- 
rant officers  are  made  aware  of  this  paragraph  within  120  days  of  the  ef- 
fective date  of  this  publication. 

8.   Each  warrant  officer  educationally  qualified  for  promotion,  as  deter- 
mined by  the  State  OPMS  manager,  will  be  furnished  a  letter  stating  his  or 
her  qualifications.   This  letter  must  accompany  requests  for  promotion. 
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APPENDIX  A 

1.  The  following  is  the  promotion/retention  criteria  for  Unit  Personnel 
Technician,  MOS  711A. 

ADMINISTRATION  UNIT  PERSONNEL  TECHNICIAN  MOS  711A/GENERAL  STAFF 

ADMINISTRATIVE  TECHNICIAN  MOS  712A 

PROMOTION/RETENTION  CRITERIA: 

Educational 
requirements 
Military  Personnel  Officer/Unit  Personnel 
Technician  (MOS  711A)  resident  or  non- 
resident course. 
CW2       CW3    6  Years      Warrant  Officer  Advance  Course,  Ft  Harrison, 

IN,  resident  or  non-resident.   If  not  avail- 
able, 200  credit  hours  by  correspondence 
course  in  MOS  related  subjects. 
CW3       CW4    6  Years      Completion  of  Warrant  Officer  Senior 

Course  resident  or  non-resident. 
CW4       Separation (retention) A  minimum  of  25  hours  each  2  years,  resident 

or  non-resident,  in  current  MOS  after  20 
years  service. 

2.  Page  A-2  is  a  listing  of  MOS  related  subcourses  required  for  promotion 
to  CW3  in  lieu  of  an  advanced  course.   Those  courses  marked  with  an  aste- 
rik  (")  are  required.   The  remainder  of  the  200  required  hours  will  be  se- 
lected from  the  remaining  courses. 
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APPENDIX  A 

List  of  non-resident  correspondence  courses  to  be  accomplished  in  lieu 
of  a  Warrant  Officer  Advance  Course . 


NO, 


TITLE 


HOURS 


AG  2 

AG  3 

AGS 

AG21 

AG23 

AG25 

AG27 

JA29 

AG30 

AG31 

SIG35 

AGU9 

AGS  3 

AG68 

AG70 

AG71 

AG120 

AG121 

AG122 

AG123 

AG124 

AG125 

AG125 

AG331 

AG309 

AG355 

AG355 

INd38 

AG330 


Top  Management 

Army  Reenlistment  Program 

Serious  Incident  Reporting 

DA  Publications  Management 

Records  Management 

Postal  Service 

Basic  Administration  Records 

Investigation  of  Claims 

Command  Publications 

Orders 

Introduction  to  ADP 

Forms  Management 

Unit  Mail  Service 

Position  and  Pay  Management 

Career  Counseling 

Recruiting 

Preparation  for  Writing 

Putting  Your  Thoughts  on  Paper 

Spelling,  Abbreviation  and  Caps 

Punctuation 

Reviewing  Your  Writing 

The  Staff  Study 

Writing  Project 

SIDPERS  for  the  Personnel  Officer 

Personnel  Qual.  Record 

Mail  Operations  6  Management 

Files  Management 

Personnel  Functions 

SIDPERS  for  the  Unit  Level 


ft' 


22 
7 

3 

7 

10 

12 
10 
16 

i+ 

8 

9 

5 

12 

7 

7 

6 

7 

4 

1+ 

5 

14 

,  4 

13 

12 

6 

8 

11 


15 


FINS 06 
FIN807 
FINS08 
FIN809 
FINSIG 


Establishing  an  Account 

Mil  Pay,  Allowances  &  Allotments 

"    "   Collections,  Adjustments  £  Abs. 

"    "   Misc.  Pay  Actions  £  Proc. 
Instruction  to  Pay  and  Allowances 


25 
16 
20 
14 
9 


Minimum 

From 

To 

time  in  grade 

Wl 

CW2 

3  Years 

Regulation  611-3  19  September  1977 

APPENDIX  A 

1.  The  following  is  the  promotion/retention  criteria  for  Administrative 
Data  Processing  Technician,  MOS  7M-1A. 

ADMINISTRATION  DATA  PROCESSING  TECHNICIAN  MOS  741A 

PROMOTION/RETENTION  CRITERIA: 

Educational 
requirements 
ADP  Officer  Course  (MOS  7U1A) ,  resident  or 
non-resident 
CW2       CW3    6  Years       Warrant  Officer  Advance  Course,  Ft  Harrison, 

IN,  by  resident  or  nonresident.   If  not  a- 
vailable,  200  credit  hours  by  correspondence 
course  in  MOS  related  subjects 
CW3       CW4    6  Years       Completion  of  the  Warrant  Officer  Senior 

Course,  resident  or  non-resident 
CW4       Separation (Retention) A  minimum  of  25  hours  each  2  years,  resi- 
dent or  non-resident,  in  current  MOS  af- 
ter 20  years  service 

2.  Page  A-M-  is  a  listing  of  MOS  related  subcourses  required  for  promotion 
to  CW3  in  lieu  of  an  advanced  course.   Those  courses  marked  with  an  asterik 
(")  are  required.   The  remainder  of  the  200  required  hours  will  be  selected 
from  the  remaining  courses . 
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Regulation  611-3  19  September  1977 

APPENDIX  A 

List  of  non-resident  correspondence  courses  to  be  accomplished  in  lieu 
of  a  Warrant  Officer  Advance  Course. 

To  be  published. 


Regulation  611-3 


19  September  1977 


APPENDIX  A 


AVIATION  ROTARY  WING  PILOT,  MOS  lOOB,  G 
PROMOTION/RETENTION  CRTIERIA: 


Minimum 

From 

To 

time  in  grade 

Wl 

CW2 

3  Years 

CW2 


CW3 


cvm- 


CW3 


cm 


6  Years 


6  Years 


Educational 
requirements 

Officer/Warrant  Officer  Rotary  Wing 
Aviator,  lOOB,  USA  Aviation  School. 
Ft  Rucker,  AL 

Aviation  Warrant  Officer  Advanced 
Course,  resident  or  non-resident, 
USA  Aviation  School,  Ft  Rucker,  AL 

Warrant  Officer  Senior  Course,  Resi- 
dent or  non-resident,  USA  Aviation 


School,  Ft  Rucker,  AL 
Separation( Retention) A  minimum  of  25  hours  each  2  years, 

resident  or  non-resident,  in  current 
MOS  after  20  years  service 
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Regulation  611-3  19  September  1977 

APPENDIX  A 

List  of  non-resident  correspondence  courses  to  be  accomplished  in  lieu 
of  a  Warrant  Officer  Advance  Course. 

Not  applicable  to  Aviation  Warrant  Officers . 


Regulation  611-3  19  September  1977 

APPENDIX  A 

1.  The  following  is  the  promotion/retention  criteria  for  Military- 
Physicians  Assistant,  MOS  911A 

ADMINISTRATIVE  TECHNICIAN  MOS  712A 

HEALTH  CARE  DELIVERY  MILITARY  PHYSICIANS  ASSISTANT,  MOS  911A 

PROMOTION/RETENTION  CRITERIA: 

Educational 
requirements 
150  credit  hours  by  resident  or  non- 
resident, in  MOS  related  siibjects 
CW2       CW3    6  Years       250  credit  hours,  resident  or  non- 
resident, in  MOS  related  subjects 
CW3       CW4    6  Years       Completion  of  the  Warrant  Officer 

Senior  Course,  resident  or  non-resi- 
dent 
CWU       Separation(Retention)A  minimum  of  25  hours  each  2  years, 

resident  or  non-resident,  in  cur- 
rent MOS  after  20  years  service 

2.  Page  A-8  is  a  listing  of  MOS  related  subcourses  required  for  promotion 
to  CW3  in  lieu  of  an  advanced  course.   Those  courses  marked  with  an  asterik 
(")  are  required.   The  remainder  of  the  250  required  hours  will  be  selected 
from  the  remaining  courses . 


Minimum 

From 

To 

time  in  grade 

Wl 

CW2 

3  Years 
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Regulat5-on  611-3  19  September  1977 

APPENDIX  A 

List  of  non-resident  correspondence  courses  to  be  accomplished  in  lieu 
of  a  Warrant  Officer  Advance  Course. 

To  be  published. 


Minimum 

From 

To 

time  in  grade 

Wl 

CW2 

3  Years 

Regulation  611-3  19  September  1977 

APPENDIX  A 

1.  The  following  is  the  promotion/retention  criteria  for  Automotive 
Repair  Technician,  MOS  631A/532A 

MECHANICAL  MAINTENANCE  AUTOMOTIVE  REPAIR  TECHNICIAN,  MOS  631A/632A 

PROMOTION/RETENTION  CRITERIA: 

Educational 
requirements 
Warrant  Officer  Automotive  Repair 
Course,  resident  or  non-resident 
CW2       CW3    6  Years       Mechanical  Maintenance  Warrant  Of- 
ficer Advance  Course  (organiza- 
tional) ,  resident  or  non-resident 
OR 
Mechanical  Maintenance  Warrant  Of- 
ficer Advance  Course  ( support ) , 
resident  or  non-resident 
CW3       CW4    6  Years       Completion  of  the  Warrant  Officer 

Senior  Course,  resident  or  non- 
resident 
CW4       Separation (Retention) A  minimum  of  25  hours  each  2  years, 

resident  or  non-resident,  in  current 
MOS  after  20  years  service 

2.  Page  A-10  is  a  listing  of  MOS  related  subcourses  required  for  promotion 
to  CW3  in  lieu  of  an  advanced  course.  Those  courses  marked  with  an  asterik 
(")  are  required.  The  remainder  of  the  200  required  hours  will  be  selected 
from  the  remaining  courses. 
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Regulation  611-3  19  September  1977 

APPENDIX  A 

List  of  non-resident  correspondence  coiorses  to  be  accomplished  in  lieu 
of  a  Warrant  Officer  Advance  Course. 

To  be  published. 


Regulation  611-3  19  September  1977 

APPENDIX  A 

1.  The  following  is  the  promotion/retention  criteria  for  Armament 
Repair  Technician,  MOS  421A 

MECHANICAL  MAINTENAIMCE  ARMAMENT  REPAIR  TECHNICIAN,  MOS  421A 

PROMOTION/RETENTION  CRITERIA 

Minimum  Educational 

From      To   time  in  grade  requirements 

Wl       CW2    3  Years       Armament  Repair  Technician,  4E-421A, 

resident  or  non-resident,  USA  Ord- 
nance School,  APG,  MD 
CW2       CW3    6  Years       Mechanical  Maintenance  Warrant  Of- 
ficer Advanced  Course  4- 9-C32A, 
resident  or  non-resident ,  USA  Ord- 
nance School,  APG,  MD 
CW3       CW4    6  Years       Warrant  Officer  Senior  Course,  resi- 
dent or  non-resident,  USA  Aviation 
Center,  Ft  Rucker,  AL 
CWU       Separation(Retention)A  minimum  of  25  hours  each  2  years, 

.  resident  or  non-resident  in  current 
MOS  after  20  years  service 

2.  Page  A-12  is  a  listing  of  MOS  related  subcourses  required  for  promotion 
to  CW3  in  lieu  of  an  advanced  course.  Those  courses  marked  with  an  asterik 
(-'0  are  required.  The  remainder  of  the  200  required  hours  will  be  selected 
from  the  remaining  courses. 
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Regulation  611-3  19  September  1977 

APPENDIX  A 

List  of  non-resident  correspondence  courses  to  be  accomplished  in  lieu 
of  a  Warrant  Officer  Advance  Course. 

To  be  published. 


Regulation  511-3  19  [^pcember  1977 

APPENDIX  A 

1.  The  following  is  the  promotion/retention  criteria  for  Ordnance 
Shop  Technician,  MOS  4-41A 

f 
MECHANICAL  MAINTExNANCE  ORDNANCE  SHOP  TECHNICIAN,  MOS  441A 

PROMOTION/RETENTION  CRITERIA 

Minimum  Educational 

From      To   time  in  grade  requirements 

Wl       CW2    3  Years       Ordnance  Shop  Technician,  i+L-^M-lA, 

resident  or  non-resident  course, 
USA  Ordnance  School,  APG,  MD 
CW2       CW3    5  Years       Mechanical  Maintenance  Warrant  Of- 
ficer Advanced  Course,  resident  or 
non-resident,  USA  Ordnance  School, 
APG,  MD 
CW3       CW4-    6  Years       Warrant  Officer  Senior  Course,  resi- 
dent or  non-resident ,  USA  Aviation 
Center,  Ft  Rucker,  AL 
CW4       Separation (Retention) A  minimum  of  25  hours  each  2  years, 

resident  or  non-resident  in  current 
MOS  after  20  years  service 

2.  Page  A-14  is  a  listing  of  MOS  related  subcourses  required  for  promotion 
to  CW3  in  lieu  of  an  advanced  course.  Those  courses  marked  with  an  aster ik 
C")  are  required.  The  remainder  of  the  200  required  hours  will  be  selected 
from  the  remaining  courses . 
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Regulation  611-3  19  September  1977 

APPENDIX  A 

List  of  non-resident  correspondence  courses  to  be  accomplished  in  lieu 
of  a  Warrant  Officer  Advance  Course. 

To  be  published. 


Regulation  611-3  19  L^pxember  1977 

APPENDIX  A 

1.  The  following  is  the  promotion/retention  criteria  for  Food  Service 
Technician,  EOS  941A 

SERVICES  FOOD  SERVICE  TECHNICIAN,  MOS  941A 

PROMOTION/RETENTION  CRITERIA 

Minimum  Educational 

From      To   time  in  grade  requirements 

Wl       CW2    3  Years       Completion  of  150  credit  hours  of  in- 
struction pertaining  to  MOS  by  resi- 
dent or  non-resident 
CW2       CW3    5  Years       Warrant  Officer  Advance  Course,  Ft 

Lee,  VA.   If  not  available,  250  cre- 
dit hours  of  instruction  pertaining 
to  MOS  by  resident  or  non-resident 
CW3       CW4    6  Years       Completion  of  the  Warrant  Officer  Sen- 
ior Course,  resident  or  non-resident 
CWM-       Separation( Retention) A  minimum  of  25  hours  each  2  years, 

resident  or  non-resident ,  in  current 
MOS  after  20  years  service 

2.  Page  A-16  is  a  listing  of  MOS  related  subcourses  required  for  promotion' 
to  CW3  in  lieu  of  an  advanced  course.  Those  courses  marked  with  an  asterik 
(*)  are  required.  The  remainder  of  the  250  required  hours  will  be  selected 
from  the  remaining  courses . 


A-15 
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APPENDIX  A 

List  of  non-resident  correspondence  courses  to  be  accomplished  in  lieu 
of  a  Warrant  Officer  Advance  Course. 

NO.                             TITLE  HOURS 
QM0325    Military  Standards  Requisitioning  and  Movement 

Procedures  (MILSTRIP  and  MILSTAMP)  -4 

IA0046    Fundamentals  of  Management  "12 

QM0157    Installation  and  Budgeting  and  Stock  Fund  Operations  "M- 

QMOSS^-    Organization  for  Army  Subsistence  Management  "1 

IS0201  Automatic  Data  Processing  in  the  Army  "3 
QM0155    Financial  Management  in  the  Army  Field  Stock  Control 

System  '''20 

QM0324-    Ration  Breakdown  Point  Operations  "5 

QM0378    Commissary  Organization  "3 

QM0316    Introduction  to  Commissary  Accounting  "4 

QM0387    Commissary  Store  Management  "13 

QM0388    Commissary  Equipment,  Operating  Supplies  and  Layout  5 

QM0016  Commissary  Operations  5 
QM0379    Commissary  Subsistence  Purchasing  and  Requisitioning 

Operations  12 

QMOM-75    Storage  of  Subsistence  8 

QM0034    Procurement  20 

QMC399    Basic  Storage  Procedures  12 

QM0571  Preparation  of  the  Food  Facilities  3 
QM0572    Preparation  of  the  Food  Cost  and  Feeding  Strength 

Summary  3 
QM0U53    Dining  Facility  Responsibilities,  Equipment  and 

Operations  "8 

MED  970   Hospital  Food  Service  Administration  I  3 

MED  972   Nutrition  and  Clinical  Dietetics  20 

MED  973   Clinical  Dietetics  Management  I  5 

MED  974   Clinical  Dietetics  Management  II  5 

MED  975   Food  Production,  Service  and  Subsistence  Management  I  S 

MED  975   Food  Production,  Service  and  Subsistence  Management  II  14 

MED  163   Food  Service  Sanitation  "& 

MED  516  Military  Sanitation  14 
MED  700   r unctions  and  Relationships  of  the  Food  Inspection 

Specialist  5 

MED  703   Preservation  of  Foods  8 

MED  704   Contract  Administration  8 

MED  705   Statistical  Sampling  Procedures  I  16 

MED  707   Statistical  Sampling  Procedures  II  18 

MED  70S  Inspection  and  Marking  of  Containers  5 
MED  711  Procurement/Acceptance  Inspection  of  Specific  Products  I  10 
MED  713   The  Food  Inspection  Specialist's  Role  in  Destination 

Inspection  of  Subsistence  5 
MED  714  Procurem.ent/Acceptance  Inspection  of  Specific  Products  II  10 
MED  715   Procurement/Acceptance  Inspection  of  Specific  Products  IIIIO 

MED  717    Surveillance  Inspection  I  13 

MED  719    Surveillance  Inspection  II  9 


Regulation  611-3  19  S^-^tember  1977 

APPENDIX  A 

1.  The  following  is  the  promotion/retention  criteria  for  Supply  Unit 
Technician,  MOS  761A,  Support  Technician,  MOS  762A 

SUPPLY  UNIT  TECHNICIAN,  MOS  761A  SUPPORT  TECHNICIAlM,  MOS  762A 

PROMOTION/RETENTION  CRITERIA: 

Minimum  Educational 

From      To   time  in  grade  requirements 

tfl       CW2    3  Years       Completion  of  Supply  Management  Officer 

Course  by  resident  or  non-resident 
CW2       CW3    6  Years       Completion  of  Warrant  Officer  Advance 

Course  Ft  Lee,  VA,  by  resident  or 
non-resident;  or  if  not  available, 
250  credit  hours  of  instruction,  resi- 
dent or  non-resident,  in  MOS  related 
subjects 
CW3       CW4    6  Years       Completion  of  the  Warrant  Officers  Sen- 
ior Course,  resident  or  non-resident 
CW4       Separation(Retention)A  minimum  of  25  hours  each  2  years, 

resident  or  non-resident,  in  current 
MOS  after  20  years  service 

2.  Page  A-18  is  a  listing  of  MOS  related  subcourses  required  for  promotion 
to  CW3  in  lieu  of  an  advanced  course.  Those  courses  marked  with  an  asterik 
(")  are  required.  The  remainder  of  the  250  required  hoiirs  will  be  selected 
from  the  remaining  courses . 
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APPENDIX  A 

List  of  non-resident  correspondence  courses  to  be  accomplished  in  lieu 
of  a  Warrant  Officer  Advance  Course. 


NO.        '  TITLE 

lAOOOl  Department  of  Defense  Organization 

QM0007  Introduction  to  Procurement 

QM0057  Computing  Petroleum  Requirements 

QM0070  Property  Disposal 

QM0087  The  Army  Food  Advisor 

QM014-8  Combat  Service  Support  Operations 

QM0300  SiJDsistence  Management 

QM0322  Management  Responsbilities ,  Planning  and  Training  for 

Food  Service  Operations 

QM0326  xNutrition  and  Menu  Planning 

QM0327  Airdrop  Logistics 

QM0330  Management  of  Field  Kitchen  Operations 

QM0339  Military  Food  Inspection 

QM034-8  Prevention  of  Food  Poisoning 

QM0353  Developments  in  Food  Preservation  and  Preparation 

QM0394  Food  Service  Sanitation 

QM0395  Army  Ration  Credit  System  (ARCS) 

QMO^OO  Introduction  to  Military  Petroleum 

QM0402  Class  III  Supply  and  Distribution  Points 

QMOUOS  Petroleum  Accounting  Procedures 

QM0427  Operational  Rations,  Packets  and  Supplements 

QM0447  Petroleum  Requirements,  Tracked  Vehicle  Operations  and 

Aircraft  Re-fueling 

QMOi+73  Petroleum  Terminal  Operations  (Basic) 

QM0490  General  Petroleum  Laboratory  Subjects 

QM0492  Ecology  and  Oil  Spills 

TC0510  Organized  Militray  Motor  Movements 

QM0551  Field  Ration  Dining  Facilities  Accounting 

QM0582  Class  III  Supply  Units  and  Supply  Procedures  in  the 

Theater  of  Operations 

TC0702  Transportation  and  Traffic  Management  Agencies  in  CONUS 

OD0818  '^'^mmand  and  Staff  Procedures 

QM0829  Service  Support  in  Brigade 

TC0832  Aircraft  External  Loading 

QM0837  Human  Behavior 

AV0855  .Fuel  and  Oil  Service 

AM0923  Research,  Development  and  Procurement 


HOURS 

5 
2 

5 

1+ 
10 
10 

9 
8 

2 

12 

2 

2 

^r 

10 
9 

1 

1 


11 
11 

2 

3 

12 

2 
7 
1 
2 
5 
5 
3 
19 
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APPENDIX  A 

1.  The  following  is  the  promotion/retention  criteria  for  Engineer  Equip- 
ment Repair  Technician,  MOS  621A 

UTILITIES  MAINTENANCE  ENGINEER  EQUIPMENT  REPAIR  TECHNICIAN,  MOS  621A 

PROMOTION/RETENTION  CRITERIA: 

Minimum  Educational 

From      To   Time  in  grade  requirements 

Wl       CW2    3  Years       Completion  of  Engineer  Equipment  Repairman 

Course,  resident  or  non-resident 
CW2       CW3    6  Years       Mechanical  Maintenance  Warrant  Officer 

Advance  Course  (Phase  I),  Ft  Belvoir,  VA 
Plus 
Mechanical  Maintenance  Warrant  Officer 
Advance  Course  (Phase  II),  Ft  Belvoir,  VA 
(Both  of  above  resident  or  non-resident) 
CW3       CW4    6  Years       Completion  of  the  Warrant  Officer  Senior 

Course,  resident  or  non-resident 
CW4       Separation (Retention) A  minimum  of  25  hours  each  2  years,  resi- 
dent or  non-resident,  in  current  MOS  af- 
ter 20  years  service 

2.  Page  A-20  is  a  listing  of  MOS  related  subcourses  required  for  promotion 
to  CW3  in  lieu  of  an  advanced  course.  Those  courses  marked  with  an  asterik 
(")  are  required.  The  remainder  of  the  200  required  hours  will  be  selected 
from  the  remaining  courses. 
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APPENDIX  A 

List  of  non-resident  correspondence  courses  to  be  accomplished  in  lieu 
of  a  Warrant  Officer  Advance  Course. 

To  be  published. 
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DEPARTMENT  OF  MILITARY  AFFAIRS 

STATE  OF  MONTANA 

OFFICE  OF  THE  ADJUTANT  GENERAL 

HELENA,  MONTANA  59601 


Regulation 
No„   525-1 


1  March  1977 


Military  Operations 
UNIT  IDENTIFICATION  CODES 

1.  PURPOSE.   To  inform  organizations  and  units  of  assigned  Unit 
Identification  Codes  (UIC)  and  State  Assigned  Codes  (SAC) o 

2.  SCOPE.   This  regulation  is  applicable  to  all  organizations  and 
units  of  the  Montana  Army  National  Guard. 

3o   UNIT  IDENTIFICATION  AND  STATE  ASSIGNED  CODES,   The  following  is 
a  listing  of  Unit  Identification  Codes  (UIC)  and  State  Assigned  Codes 
(SAC)  for  units  of  the  Montana  Army  National  Guard: 


UNIT 

LOCATION 

UIC 

SAC 

a' 

State  Hq  &  Hq  Det 

Helena 

W8ALAA 

001 

5 

1    g 

"=  5  5§ 

Zi  <  "^ 

Montana  Military  Academy  (DCS) 
Selective  Service  Sect  (SHHD) 

Helena 
Helena 

W8A107 
W8AH1 

009 
010 

o 

I — 

CD 

163d  Armd  Cav 

CO 
1 — 

vo 

fell 

HHT(-Det  1) 

Bozeman 

WPZ6AA 

002 

T-< 

^■^l 

Det  1,  HHT 

Helena 

■WP26A1 

007 

S3 

o 

Trp  N(Air)(-Det  1) 
Det  1,  Trp  N(Air) 

Helena 
Deer  Lodge 

WQNQAA 
WQNQAl 

003 
004 

O 

o 

UJ 
C3 

lONTAt 
930 

Helen: 

1st  Sqdn  Armd  Cav 

1 

S: 

HHT (-Det  1) 

Billings 

WQNRT0 

101 

^ 

Det  1,  HHT 

Chinook 

WQNRTl 

102 

Trp  A (-Det  1) 

Miles  City 

WQNRA0 

103 

Det  1,  Trp  A 

Glendive 

WQNRAl 

104 

Trp  B(-Det  1  &  2) 

Sidney 

WQNRB0 

105 

Det  1,  Trp  B 

Culbertson 

WQNRBl 

106 

Det  2,  Trp  B 

Plentywood 

WQNRB2 

107 

Trp  C(-Det  1) 

Malta 

WQNRC0 

108 

Det  1,  Trp  C 

Glasgow 

WQNRCl 

109 

Co  D(-Det  1) 

Livingston 

WQNRD0 

110 

Det  1,  Co  D 

Billings 

WQNRDl 

111 

How  Btry(-Det  1) 

Harlowton 

WQNRP0 

112 

Det  1,  How  Btry 

Lewis town 

WQNRPl 

113 

2d  Sqdn  Armd  Cav 

HHT (-Det  1) 

Kalispell 

WQNST0 

212 

Det  1,  HHT 

Whitef ish 

WQNSTl 

213 

Trp  E(-Det  1) 

Havre 

WQNSE0 

214 

Det  1,  Trp  E 

Shelby 

WQNSEl 

215 

Trp  F(-Det  1) 

Butte 

WQNSF0 

216 

Det  1,  Trp  F 

Dillon 

WQNSFl 

217 

^Supersedes  DMA-MT-OTAG  Reg  525-1  dtd  19  Oct  76 
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UNIT 

2d  Sqdn  Armd  Cav 
Trp  G(-Det  1) 
Det  1,  Trp  G 
Co  H 
How  Btry 


HHD  6th  SF  Bn,  19th  SF  Gp 

Co  C(-Det  1)  5th  SF  Bn  19th  SFGp  Missoula 

Det  1,  Co  C  5th  SF  Bn  19th  SF  Gp  Kalispell 


3669th  Maint  Co 

103d  PI  Det  (Fid  Svc) 
1049th  Engr  Det  (FFTG) 


Helena 

Helena 
Helena 


1  March  1977 

LOCATION 

UIC 

SAC 

Missoula 
Hamilton 
Anaconda 
Missoula 

WQNSG0 
WQNSGl 
WQNSH0 
WQNSP0 

218 
219 
220 
221 

Missoula 
Missoula 
Kalispell 

WTPBAA 
WTP9C0 
WTP9C1 

324 
322 
323 

WQDDAA   005 


WQEAAA 
WTWPAA 


006 
008 


4.   SPECIAL  ACTIVITY  CODES.   Special  Activity  Codes  are  listed  in 
Chapter  3,  Part  A,  Standard  Operating  Procedures,  USPFO  for  Montana, 
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Regulation  No c  30-1  ''   -/''^^^■■'•'  21  January  1977 

...■   ,x;  CHAPTER  I 

'-.  ii',--  .  General  ,       -      ■       _ 

I-l  PURPOSEo  Ttiis  regulation  establishes  policies,  Tesponsibilities,  and 
procedures  applicable  to  Field  Ration  operations  and  accounting  procedures 
for  all  units  in  the  Montana  ARNG  while  training  at  home  station  or  WETS 
Fort  Harrison^  Montana,.  Procedures  for  Field  Ration  operations  during 
Annual  Training  will  be  as  prescribed  by  NGB  Pamphlet  3S0-1  as  supple- 
mented by  AT  Site  Commander  and  Major  CoimanderSo 

I-2»  SCOPEo  The  provisions  of  this  regulation  are  applicable  to  imit 
mess  operations  and  personnel  within  the  Montana  ARNG, 

I'3o  DEFINITIONS'  In  addition  to  the  definitions  in  AR  310-25,  the 
following  apply  to  the  operations  and  activities  described  hereino 

Eo  Command  Responsibilities o  Commanders  at,  all  echelons  are  respoasi- 
ble  for  the  proper  execution  of  the  Army  Food  Service  Program  and  will 
insure  that  continuing  close  supervision  and  active  participation  is  pro= 
vided  down  to  and  including  consiMer  levels »  '  Commanders  must  insure  that 
the  fully  qualified  and  trained  personnel  available  to  the  command  are 
utilized  in  the  food  service  programo  'The  command  Food  Advisor  should  be 
utilized  to  the  fullest  extend  possibleo  (AR  30-1,  para  1-7} o   ,  . 

b»  Basic  Daily  Food  Allowance  (BDFAjo  A  prescribed  quantity  of  food, 
defined  by  components  and  monetaiy  value s  which  is  required  to  provide  a 
nutritionally  adequate  diet  for  one  man  for  one  day., 

Co  MeajL^o  A  specific  quantity  of  food  provided  one  man  during  a 
schedule3~iei'ving  period, 

do  Meal  Status o  The  number  of  meals  overdrawn  or  mnderdrawn  for  a 
dining  facility  as  of  a  specific  date  for  a  specific  meaio 

eo  Operational  Ration o  A  ration  prescribed  for  individuals  perform- 
ing operational  duty  in  time  Oif  war  or  other  emergency  and  composed  of  non- 
perishable  items 0  It  is  used  in  peace  time  for  emergencies,  travel,  training 
or  for  rotation  of  stocks o  (For  description  of  the  different  types  of  oper- 
ational rations  s  see  l^/I  IC 
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f .  Surcharge  c  An  amount  o£  money  collected  from  certain  personnel 
purchasing  meals  m  a  field  or  monetary  allowance  ration  dining  facility. 
Such  money  is  collected  to  cover  the  operating  expenses  over  and  above 

'"  the  basic  reimbursement  ta&  for  food  cost  and  is  credited  to  appropriated 
'   funds . 

g.  Signature .  The  first  name,  middle  initial,  and  last  name  written 
in  a  legible  manner. 

h.  Duty  Personnel.  "Duty  Personnel"  are  those  individuals  that  are 
assigned  or  attached  to  the  unit  or  units,  if  a  consolidated  mess  hall  is 
being  operated,  who  are  authorized  to  subsist  in  their  unit  mess  hall,  for 
this  purpose  AR  30-1,  para  6-3aCl}(h)  is  applicable „  This  paragraph  reads 
as  follows:  "When  duty  assignment  precludes  departure  from  duty  area, 
necessitating  subsisting  in  an  appropriated  fund  dining  facility  because 
"   of  lack  of  other  adeqtiate  or  readily  accessible  dining  facilities."  These 
individuals  will  be  charged  the  $1,05  meal  rate=, 

i„  Other  Personnel.  Those  officers,  warrant  officers  and  civilians 
authorized  to  subsist,  but  are  not  assigned  or  attached  to  the  unit/units 
'■■   operating  the  dining  facility.  These  individuals  will  be  charged  the  $1„15 
meal  rate»     '■■■        "::  ■  • 

^-'■'  1-4.  REFERENCES.  '  '"•  '  ^   'I. ;.;.', 

a.  AR  30-1  .'■"- 
AR  40-5,  para  5 

•  -  ■■-••  AR  220-45 
AR'610^25 
NGR  30-1 
•  ■  NGB  Pam  350-1    ' • - 
m   10-412 
USPFO  SOP,  chap  5,  part  D 

b.  The  following  listed  publications  are  required  in  each  mess  sec- 
■  ■  tion  in  order  to  function^  The  list  is  the  basic  publications  required, 

and  is  not  intended  to  be  a  limiting  factor « 

AR  30-1 

AR  30-4 

AR  30-46 

AR  40-5 

NGR  30-1 

NGR  40-501 

DM-OTAG-^'r^  Reg  30-1       '  '      • 

m  10-23  (Supersedes  IM  10-405) 

FM  10-25  (Supersedes  TM  10-419) 

FM  21-10 

m  10-404 

m  10-411 

TO  10-412 
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T^l   10-415 
IM  10-4500-200-13 
m   10-7360-204-12 

™  10-7360-204-13  -  •'  ^   • 

SB  10-260 
SB  10-263 

SB  kO-495        •'  ■  ■ 

■   SB  10-540  ■      .  • 

1-5.  ^ffiSS  RECORDS.  '  ■   ' 

a.  Forms  DA  Form  3032,  Dining  Facility  Meal  Register,  DA  Form  3033, 
Headcount  Record,  DA  Form  3034,  Cook's  Worksheet,  and  DA  Form  3351,  Signa- 
ture Headcount  Sheet  will  be  used  in  all  ARNG  unit  messes.  Use  o£  these 
foTms  is  described  in  AR  30-1. 

(1)  DA  Form  3351  and  DA  Form  3032  will  be  prenumbered  at  dining 
facility  level,  in  the  upper  right-hand  comer,  starting  with  nOo  1  at  the 
beginning  o£  each  fiscal  year.  The  sequence  of  prenumbered  forms  will  be 
maintained o  The  dining  facility  manager  will  complete  the  heading  of  DA 
Form  3351  prior  to  issuing  the  form  to  the  headcounter. 

(2)  All  persons  authorized  subsistence  (enlisted  personnel, 
officers,  civilians)  will  be  required  to  sign  the  appropriate  headcount 
form  (DD  Form  1544,  Cash  Meal  Collection  Sheet;  DA  Form  3351,  Signature 
Headcount  Sheet,  DA  Form  3032,  Dining  Facility  Meal  Register).  DA  Form 
3033,  Headcount  Record,  may  be  used  in  lieu  of  DA  Form  3351  ONLY  when 
training  in  the  field  and  does  not  require  individual  signatures.  The 
commanding  officer,  executive  officer,  dining  facility  officer  or  first 
sergeant  will  verify  the  headcount  as  indicated  in  AR  30-1. 

b.  DD  Form  714  (ffeal  Card) 

(1)  In  order  to  maintain  administrative  control,  commanders 
subsisting  enlisted  personnel  in  appropriated  fund  dining  facilities  will 
issue  DD  Form  714  (ffeal  Card)  to  each  enlisted  person  authorized  to  subsist 
without  reimbursement  0  Meal  cards  will  be  prenumbered  serially,  starting 

with  number  001,  (See  Appendix  A)  and  will  be  prefixed  by  the  alphabetical 
code  assigned  each  coranander  in  Appendix  B. 


|.>i.\4 


The  meal  card  controller/officer  designated  on  Disposition 
Form  (DA  Form  2496)  will  establish  a  meal  card  register  as  indicated  in 
Chapter  4,  AR  30-1 o  This  register  will  conform  as  indicated  in  Figure  4-7, 
AR  30-1.  The  signature  of  the  meal  card  recipient  is  required  on  the  regis- 
ter. 

c.  Individuals  required  to  reimburse  the  government  for  meals  con- 
sumed will  do  so  on  DD  Form  1544  (Cash  Meal  Payment  Sheet) .  Payroll  deduc- 
tions are  no  longer  authorized. 
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d.  Request  for  Subsistence,  Will  be  submitted  to  the  USPFO  as 
prescribed  by  Chap  5,  Part  D,  USPFO  SOP, 

1-6.  REVIEW  OF  DINING  FACILITY  ACCOUNTS.  The  operation  of  dining  facili- 
ties requires  using  and  accoimting  for  government  prbperty,  preparing  and 
cooTking  foods  into  meals,  furnishing  meals  to  authorized  personnel,  and 
collecting  funds  from  designated  personnel »  Review  of  dining  facility 
accounts  is  essential  to  insure  proper  utilization  of  food,  to  verify  that 
only  authorized  personnel  are  subsisted,  and  to  determine  if  accurate 
accounting  for  subsistence  supplies  and  funds  is  being  accomplished. 

a.  Responsibility.  The  commander  of  the  next  higher  headquarters 
of  the  unit  or  organization  operating  the  dining  facility  is  responsible 
for  conducting  a  review  of  subordinate  dining  facility  accounts «  These 
units  are  the  Headquarters  of  the  163d  AC,  Headquarters  of  the  1st  Squad- 
ron, 163d  AC,  Headquarters  of  the  2d  Squadron,  163d  AC,  and  the  State  Head- 
^; .;   quarters  for  separate  units  and  detachments . 

.  ;       b.  The  provisions  of  para  4-40b,  AR  30-1  are  waived,  A  formal  review 
of  dining  facility  accounts  will  be  conducted  for  units  of  the  Montana  Army 
National  Guard  twice  a  year.  The  guide  for  review  of  field  ration  dining 
facility  accounts  is  shown  in  Appendix  C  of  AR  30-1 o  If  a  review  of  the 
unit  supply  procedures  is  scheduled  by  the  USPFO  Examiner,  this  review  may 
be  considered  as  one  of  the  review  dates »  Subsistence  records  will  be 
maintained  by  fiscal  year.  Separate  records  will  be  maintained  for  IDT  and 
AT  periods.  Subsistence  files  will  be  retained  for  two  years  after  close 
of  the  fiscal  year.  Che  of  the  formal  reviews  will  be  conducted  as  of  30 
September  and  will  be  completed  no  later  than  31  October.  Care  will  be 
exercised  to  insure  that  this  formal  review  does  not  preclude  availability 
of  subsistence  records  for  a  scheduled  special  or  annual  examination  by  the 
USPFO  Examiners  Section.  Distribution  of  the  review  report  will  be,  made 
through  channels  to  the  Adjutant  General,  Montana. 

*  c.  Subsistence  records  will  be  maintained  in  accordance  with  AR  340-2 

<  except  as  outlined  in  para  b  above.  Records  will  be  audited  once  each  year 

5  by  the  USPFO  Examiner  Section,  Records  from  all  units  within  a  property 
book  entity  will  be  forwarded  to  the  property  book  officer  at  the  time  of 

1  the  regularly  scheduled  examination  of  the  supply  records  of  the  PBO»  These 

1  records  will  include  the  previous  twelve  month  period.  If  these  records 

^  cannot  be  hand  carried,  they  will  be  both  forwarded  and  returned  by  regis - 

.  tered  mail,  return  receipt  requested.  Distribution  of  the  audit  reports 

J  will  be  made  through  channels  to  the  Adjutant  General,  Montana, 

1  1-7.  AUTHORITY  TO  RE,QUEST  AND  RECEIVE  SUBSISTENCE,  Commanders  will  dele- 

gate authority  by  use  of  DD  Fonn  1687  (Notice  of  Delegation  of  Authority  - 
Receipt  for  Supplies) .  Form  will  state  in  "Remarks"  block,  "FOR  SUBSIS- 
j  TENCE  ITEMS  ONLY."  DD  Form  1687  will  be  prepared  in  two  copies,  the  orig- 

i  inal  will  be  forwarded  to  the  USPFO,  ATTN:  Examiners.  The  DD  Form  1687 

\  will  be  updated  as  required  (See  Appendix  C  for  sample).    ,  ,_   ; 
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.,  CHAPTER  II 
Inactive  Duty  Training 
II-l,  SUBSISTENCE  FOR  INACTIVE  DUTY  TRAINING.       .   ,  , 

a.  No  meals  are  authorized  i£  training  conducted  during  one  calendar 
day  is  less  than  8  hours  duration, 

b.  One  meal  is  authorized  i£  the  MITA-Z  conducted  is  o£  at  least  8 
hours  duration. 

c.  At  no  time  will  more  than  three  meals  be  authorized  in  a  calendar 
day . 

d.  A  maximum  o£  four  meals  is  authorized  £or  a  >1UTA-4  i£  an  overnight 
bivouac  is  conducted,  .  .,  ^„,..  ^  ,  ,,(,_,..',.,... 

e.  A  maximum  o£  £ive  meals  is  authorized  i£  the  unit  is  conducting  a 
^SJTA-5  o£  two  consecutive  overnight  bivouacs. 

f .  A  maximum  of  six  meals  is  authorized  if  the  unit  is  conducting  a 
^C^^A-6  of  two  consecutive  overnight  bivouacs. 

g.  It  is  not  mandatory  that  an  overnight  bivouac  be  conducted  in  the 
field.  If  the  members  are  retained  under  unit  control,  such  as  at  the 
armory  or  at  Stead  WETS,  this  constitutes  an  overnight  bivouac. 

h.  To  qualify  for  procurement  of  subsistence,  each  training  assembly 
must  be  a  minimum  o£  eight  hours  duration, 

i.  Only  those  individuals  who  attend  drill  for  eight  hours  qualify 
for  stibsistence. 

n -  2 .  MONETARY  ALLOWANCES . 

a.  The  following  meals  are  authorized. 

(1)  Breakfast 

(2)  Lunch 

..  (3)  Dinner   '.  ■  - 

b.  Commercially  prepared  meals  served  by  Contractors  (Enlisted  Per- 
sonnel only) .  Procurement  will  be  based  on  the  following :  (EKample  BDFA 
$2.75).  ,.•  ,^,-    .  .  .  :  ,. 

"'..   Breakfast     201  x  $2.75  =  $  .SS  x  3  -  $1.65 
-;   ....  .'  Lunch        401  x  $2.75  =  $1.10  x  3  ^  $3.30   •  ,. 

Dinner       401  x  $2.75  -  $1^10  x  3  -  $3.30  '■,' 
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c.  Procurement  planning  for  purchase  o£  subsistence  items  from  com- 
mercial sources  is  authorized  an  increase  of  50%  by  the  USPFO.  Procure- 
ment will  be  based  on  the  following:   (Example  BDFA  $2= 75). 

Breakfast     201  x  $2.75  =  $  .55  x  501  =  $  .82 
Lunch        40%  x  $2.75  -  $1.10  x  50%  =  $1=65 
-   ■    Dinner    '   401  x  $2»75  ^  $1.10  x  50%  =  $1=65   .  ' 

d.  The  above  rates  are  subject  to  monthly  change,  which  will  be  pub- 
lished in  the  USPFO  SOP.  "=  ..  '   ' 

e.  Units  will  use  meals  as  outlined  in  SB  10-263,  14-day  U.S.  Amiy 
Reserve  Component  Menu,  as  revised  by  the  State  ARNG  Installation  Menu 
Board. 

'  '   £.  The  14-day  Menu  as  revised  by  the  State  ARNG  Installation  Menu 
Board  will  be  used  in  sequence  for  all  meals  prepared  during  IDT,  All  units 
will  utilize  the  meal  schedules  as  follows:  Commercially  prepared  salad 
dressing  and  bakery  items  will  not  be  purchased.  Units  must  prepare  their 
own.  A •  ' 

•   •   '  ••        SCHEDULE  FOR  14  DAY  MENU   •  " 

THROUGH  FY  77       -,•   .   • 


Month     '■•■   ' 

Beginning  1  Oct  76 
andj,.ending  30  Sep  77 


Weekly  Drills  ;. 

Meal 

Day  of  Menu 

Lunch  Meal 

1-2 

—    ,■■■■;  l,t.  .   .  .  ■          ;■ 

■  3-4 

5-6 

7-8 

It 

9-10 

Dinner  Meal 

11-12 

ft 

•   13-14 

I! 

1-2 

!,  M 

3-4 

tt 

5-6 

»f 

7-8 

II 

9-10 

In  order  to  standardize  subsistence  requirements  for  IDT  assemblies  by 
National  Guard  units,  the  menus  as  specified  above  will  be  followed  during 
the  period  shown.  In  those  unusual  circumstances  where  the  service  of  two 
meals  is  required  on  any  single  day  of  training,  both  the  lunch  and  dinner 
meals  of  the  applicable  menus  may  be  used.  Example:  Meal  1  for  Saturday 
of  the  first  weekend  in  April  would  be  the  Lunch  Meal,  menu  day  13=  The 
second  meal  required  for  Saturday  would  be  the  Dinner  Meal  of  menu  day  13. 
Special  Menu  will  not  be  used  unless  requested  by  unit  and  approved  by  the 
State  Food  Advisor.  Request  will  he  submitted  to:  State  Food  Advisor, 
P.  0.  Box  4789,  Helena,  MT  59601. 
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ilPPENDIX  B 

MEAL  CARD  PREFIX  LETTERS 

UNITS: 
NA  SHD  MT  i^RNG 

MT  MILITMY  ACADBIY 
NB  HQ  ^  HQ  Trp   (-)163d  AC 

DET  1  IMT  163d  AC 
NC  TRP  NfAIRj  (-)163cl  AC 

DET  1   TRP  N (AIR)  163d  AC 
ND  3669th  MAIiNT  CO  (GS) 

NE  103  FID 

NF  1049111  ENGR  PLT 

NG  HQ  5  HQ  TRP  (-)  1/16 3d  AC 

DETl    HHT  l/163d  AC 
NH  TRI>  AC-)l/163d  AC 

DET  1    TRP  A  l/163d  AC 
NI   ,  TRP  B(-)l/163d  AC 

DET  1  TRP  B  l/163d  AC 
NJ  TRP  CC-)l/163d  AC 

DET  1  TRP  C  l/163d  AC 
NK  CO  D  l/163d  AC 

NL  HOW  BTRY(-)l/163d  AC 

DET  1  ¥m  BTRY  l/163d  AC 
m  HQ  §  HQ  TRP[-)2/163d  AC 

DET  1  HKT  2/ 16 3d  AC 
NN  ^fRP  E(-)2/163d  AC 

DET  1  TRP  E  2/163d  AC 
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APPENDIX  B  (Cont'd) 

MEAL  CARD  PREFIX  LETTERS 

UNITS: 
NO  TPvP  F(-)2/163d  AC 

DET  1  TRP  F  2/163d  AC 
NP  TRP  G(-)2/163d  AC 

DET  1  TRP  G  2/163d  AC 
NQ  CO  H  2/163d  AC 

NR  HOW  BTRY  2/163d  AC 

NS  CO  CC-}5th  SF  Bn  19th  SF  Gp 
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APPEMDIX  C 

RELEASE  OF  LIABILITY 
In  consideration  o£  receipt  of  the  below  listed  food  stuffs: 

received  as  a  gratuity  from  the__ on 

(Unit)  (Date) 

the  receipt  of  which  is  hereby  acknowledged,  I 


_j 


(Name  of  Agent) 

acting  as  the  authorized  agent  of ,  and  its 

(Charitable  Organization] 
successors  and  assigns,  hereby  remise,  release  and  forever  discharge  the  said 

the  U.So  Army,  the  Department  of  Defense  and  any 


(Unit) 
other  agency  or  instrumentality  of  the  UoSo  Government  from  all  claims, 

demands,  suits,  debts,  sxms  of  money,  accoiints,  judgments,  executions, 
grievances  and  causes  of  action  of  every  kind  whatsoever,  whether  known  or 
unknoxm  and  whether  or  not  well  foimded  in  fact  or  law,  and  including,  but 
without  limitation  of  the  foregoing,  all  liability  for  damage  of  every  kind, 
nature  or  description  which  may  hereafter  arise  from  or  out  of  injuries  or 
damages  that  may  result  from  the  donation,  use,  and  ingestion  of  the  above 
donated  food  stuffs o 

I  further  certify  that  the  receipted  food  stuffs  will  be  consumed  or  pre- 
pared for  immediate  consumption » 
I  have  read  and  I  understand  this  release. 
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APPEQIX  D     . 


Pggpayaflon  bsSsseSsiu  lex  DJU  Foxaa  3034 


t»  fta  pnyarad  vtU  b*  for  HIm 
«atM  ouabcc  o£  B^al*  ta  ba  pve- 
pand.    Tcoop  accaptabilicy  for    - 

.tod  aont  tir  feMT  poretono  asy  to 

fclor  ea  i.aBplicfn  tMa  calua^a. 
rc«t«w  ttM  Butm  Httta  t»  -d«c«zwb>» 


tka  «lM  of  potdMw  «tU  nocaallT 
tw  tb«t  MMck  la  Usc«d  la  tfaa 
n£l(>a.    Tnwr  «ccarc«bUJlCT>  *1^^ 


mEcodl  to  ba  B*«d,  vaKLaCion  la 
iMoa  QHtEttiC]!  «ay  «C£tec  Kb*  siza 
of  tba  pacdaa  Co  ba  s*vvaA. 

Clrda.  If  tba  alsa  of  cba  portion 

I  4i££ara  tnm  tiwC  which 
ta  ll«u<  la  Cfaa  nctp«.  explain  ta 
tba  spadal  laHUncdoa  calkH. 


If  pnpafaclaa  Claa  la  «w«mI£i  aarlj,  cater  tba 
daa  of  7=rpacaSlo«u     For  «xiBpt«,  la  tAm  laaunc* 
aC  jesst  bcaatU,   In  ordat   Er>  -:i»ii;«  Aac   Cba 
braad  la  preparad  oo  Cjiaa  foe  :2u>  seal,    Cba 
sp«cLal  ioa«ructlan«  ahould  b«,   "^MCC  prapara^loo 
of  dflusb  ax  1300  bours.** 

Tor  lUaa  vhf^b  bava  ao  raclpaa  nA  ac  Xavmi 
wn^aa  for  Caa,  aacar  tha  quaatlCT  oC  Ingrcdlaota 
to  ba  osad. 

Hmm  laf  CoMxa  arc  addad  aa  ao  l3g(adl«ttC  to  a 
a^M  itiK,  aatar-  Cba  qikiaeltr  and  psaparatlmi 
aM>»d  la  lES. 


nwn  slza  of  poctloaa  to  ba  acrvaA  ta  ^>c  Ofca 
aa*«  »•  ll^c^d  la  Cba  ractpa,  tba  hmIiii   of 
racip*  portloea  vUI  be  anc^rad,     for  i  iwtfH, 
if  267  partxona  of  cake  arc  reqwlxad  and  ft. 
sfaa«£  caL««  (cTvlat  SO  aach  mt»K.  b«  pcaranv 
C»  obtain  ae  laajc  2&7  porMovSr  Cba  apavXali 
laKzucclOBS  Mill  be  "et«pac«  SCO  ncUpc  pi*    him," 

To  ladlcaca  pra£raa>l«a  coqlcarr^  ebe  «ttaar&s£ea 
to  ba  cooked  ac  aapanu  cX»«a  vlll  be  csMrai^'  !». 
cbla  colma^.    Tor  axjtB^la.  IC  r/S  portlMtf?  «C 
tactczad  carroCa  arc  U  b«.  conh«d  at  cwo.  di.f  EnecM 
Claaa,  U  aafCicSsat'  ap«:a  ia.av>U«bI«  w.  oaoL 
Ilnaa,  IT  apace  la  ooc  avallabla,  a  camack-  wCLX 
ba  aoCazad  la  this  c«Iu«,  "Cook  100  pActibtvk.  «t 
1613,  7S  porclou  as  nSQ." 


totac  tlM  CtM  ea  fccqtfcr  ^»>4li«. 

SubtTftct  tbe  ctea  ra^j^Kicwd  to 
pccpara  c&a.scoa  luv  fima  ch« 
t^xK  sarvliic  wIU  atarX-. 


Satac  la  rad  cii«  imtaticr  ««  i»<»««ra 
C9  b«  nsad  ia  Mibsetmaat  *B<£a*- 


tnt«r  oixaUKiU  patrtloant.  ca>  :ha 
rcsulu  o£  oaklat  aad  aawcr^: 
aucb  »*  qualltr  of  food  awv«>^A, 
twee  or  ucuJor  cooUnC,  tMiabcr  ctf 
portion*  shoet,  acd  cauaea.-  rf 
emceaalva  lafcovan.     tbr'  muh^iSa^ 
U  36  ptftcaa  of  cAka  ar«  tcf-;, 
ssery  olghe  b«  "Poor  taxsav*.** 


Enter  tha  nu*b«r  of  box  Ewufiv*' 
CO  be  ptKpaCad. 

Eotci  tli«  aeoa  to  ba  foIIew«a' 
la  tbc  prap«r«tIoa  of  box 
y  be  pcopazad. 


Zacer  tbe  ovnbar  of  box  IngxchcA  acsuallx 
Isaued-  and  tha  p<ruin  to  wbo«  U.iuj«d. 


Entar  t«n*irii«  tdilch  -cAotMC  be 
Included  In  coluoa  a  thru  J. 
7ot  exAMple.   tocluile  tha  liiaitnRr 
of  lata  a«4la  to  b«  fad. 


Snter  captca  ta  be  4l»c<ft*A 
at  dlolas  fAciUtir  aAiMjair 

i«tiiiS«  Both  Cbe  dlnlat 
facility  aaiugor  xral  cook 
aay  u«a  thla  anctloa. 


Dlolng  facUltr  ■lAiMt*'  vlSJ 
alzo  tha  M»rlubeat  wb«a  tite 
■heat  ia  pcaparad. 


Ololai  facility  officer  wtU  x«vlw 
and  ales  tha  wocfeshaet-  after  cba 
laet  meal  haa  bean  Barvad,  but  a»  lac«& 
tban  the  close  of  Che  folloKl«v  xork* 


Enter  Che  nctu^  octiclpAted  I 
ntaiier  of  pcrrcru;:   V^  ^      '^r.?     i 


The  Otalng 

raoLllty  Hiruier  ahould 

<lrv« 

ap  4» 

pott  dr>  SO?  on 

rfepafa 

cloa 

tloaa 

for  tha  acaedArd 

Short 

Ocd. 

Henu 

aa  publ.t«h*<l  l.a 

be  Don 

hly 

SB    lO-EW  Keacer  Ketw.     THe 

■peclality            | 

uf    Ebe  day 

vlll  be  addad  la 

thla  M 

ICC  ion.     1 

Coop 

■  ticn 

of    the  renetolnc 

COlUM) 

will       1 

be  aa  prasf 

tibad  (or  tha  no 

^ineno.             | 

Cndar  the  Field  Kedaa  lama  Syiteti, 
cDlutna  □  throocb  *  era  required  to 
be  maintained  In  aceoTdeaca  vlch 
Chaptar  4.     Tbaie  cQluana  era  ooc 
raquirtd  ta  be  co*plac«l  under  ASCS. 


U  cba  naaber  of  aaala 
acrved  is  lesa  than  tha 
ttuaibflt  drvwBt  enter  Che 
dlffareBca  In  Cbe  apaca 
provided  for  the  approprieCe 
aaal.     (ColtMa  p). 

If  the  naibtr  of  aealc 

•erved  la  aore  than  tha 
oiBber  drxwQ,  aatar  tha 
difference  In  the  apace 
provided  tor  tha  appropriate 
aeal.      (Colwn  q}. 


Enter  tha  cusulatlva  over  or 
onderdraua  aeals  froa  CoIumq  s 
of  cba  prerloua  day  Cooka*  work- 
sheet. 


If  daalrad,  when  feeding  atreogtha  are 
not  en  even  100,   cbe  quantity  of  io- 
tradlenta  Kay  be  calculated  and  * 

entered.     Is  tha  flraC  colian, 
the  aeu  for  tha  Meal  will  be  entered* 
TliQ  acal  aanu  nay  be  cUpped   out  of, 
the  Haacec  Neiw  and  attached. 


Md  or  subcraet  Uie  fliuroa  In 
Coltaua  p,  4,  and  r,   to  datet»lA» 
cuBulattve  over  or  underdrawn 
for  today.     Add  the  flcurea  If 
the  acal  ia  ovardrawa.tor  bocb 
daya  or  uadcrdrewa  for  both  4*yM^ 
I.e.,   (1+4-3).     If  a  neal.  la 
overdrewci  on  one  day  md  andez*  - 
drawn  cbe  othar,   eubttacC 
saallac  flsura  fre«  the  larger. 
l.*.,   (12-3-9).     tater  (he 
reaotta  In  appropriate  imder  ot- 
over  space. 


Figiirc  -f-.}-    Jtialriietimn  for  completing  DA  Form  3034  (Cook's  Worksheet) 
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APPENDIX  E 


i : 


Unit  Heading 


Administrative 
SOP 


(Date) 


STANDING  OPERATING  PRXEDURES  FOR  DINING  FACILITIES 


i„  Purpose:  To  provide  guidance  and  detail  procedures  for  the  dining 
facility  operation. 

2.  This  Dining  Facility  SOP  is  designed  to  establish  uniform  and  orderly 
procedures  in  dining  facility  operations  and  to  outline  personnel  duties 
in  Food  Service.        ^       ;  ,  ,■■.  .    ■.  y  ... 

3.  This  Dining  Facility  SOP  is  applicable  to  established  dining  facili-  ■ 
ties  or  Centers/Armories  where  the  domestic  type  kitchen  is  used, 

4.  Additions  inay  be  made  to  this  SOP  \vhen  necessary.  .  '  C 

5.  Specific  duties  of  personnel  are  in  the  follox>ring  annexes:  • 


|. 


Inspecting  Officer 

Food  Service  Officer 

Dining  Facility  Sergeant 

Dining  Facility  Personnel      I;': 

Dining  Facility  Menu  f.' 

Dining  Facility  Headcounter    ''W^j 

Kitchen  Storeroom  I; 

Tray  Room  ^ 

Washing  Facility  pfess  Kit  Laundry) 

Outside  Man 

Pot  and  Pan  Man  .  |V' ' 

Dining  Room  Orderly 

Kitchen  Area 

Refrigeration  fixeas 

Leftovers  (To  be  used) 


I. 


ANNEX  A 
ANNEX  B 
ANN'EX  C 
ANNEX  D 
AM^JEX  E 
ANNEX 
ANNEX 


F 
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ANNEX  H 


ANNEX 
ANN^ 


ANN^EX  K 
ANNEX  L 
ANNEX  M 
ANiNEX  N 
ANN'EX  0 


(Signature  -  Unit  Commanderj 
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"-'   .:  •■:  •'    ^.'  ->.r-.    ANNEX  A       ':■"[''.'■':'-  •   . 

.'  •  -^'    .    INSPECTING  OFFICER  ..,;':">.: 

The  Inspecting  Officer  will  be  concerned  with  but  not  limited  to  the  fol- 
lowing areas  of  the  dining  operations:  ..  •    ;-  .•    :  •.  '  ,"  ..'.'.;■ 

.      1.    Cleanliness.      ".;■;■.         '■'''').- '\     ••.'■'/.'.■'.    '   ...    •'  ■.••■•.  :..'y-    '  •    ■.•  ^  ■  ■ 

■  a.  Floors,  tables,  chairs    ■- .  ;"\  "  '^  ^^'^  ■:-^''-y't'".y,  ■  ''\   .;  •       •        : '.-;  ;''^ 

•  '■  b.  Ranges  :■  '.;.'•  ^^  ■::'■  ..ij'  •?  \:,r-':i^,.     ,    '  .■"■,  '■-  v,  "■  . '    ■ '  '    ■  ■  -  ': 

:.    c.  Refrigerators  and  freezer. ''^' ■■';.:      'X!J}^''.,.-^-.'^:'-     '■'-'■  v.-.    v-    •    ■•'■.":;';■ 

•' '     -d.  Trays  ■■'■':'/'.-:'   ■.-:-:■■■'■'■'''''■■/■''■'''   '\:''-''^ '''^^  "-.' 

;-      e.  Storeroom.    ;  ',.'..     ■..,      .•    .\\-'    ",    ^  '■■■■':  i  ..      ■'-.'■,',  ■':.■'.■■■  ■  .  ;-'.' 

...  .;    I.  Silverware    '   ■  ■':-    ■     .  ■'.'  ..''    '/■■;  ■\-.  ■,''.■';■■'  ^x-'  \~:':'-  .-   '■■■.;-.     '■■         '  ;' 

.  ,      g.  Garbage  cans  .  •;"-■  ,  'J  !,:/:.■■'■'■:'.      .'''.C",'  ..  :'.■,  '"  ,    ['     ...  ': '■ 

"..'    h..  Dumpster  and  outside  areas    -/■■■  .^:,' ;;.•''.■,  '  .'"''' ^.  :'.,  \ :    ''.:'■■   '■    '  ..   ''.''■   ■■■ 

■  '■  ■  i.  Grease  traps  ■ ;  ■  '•  .■:)■'''':'■'  :''■''}.''■:'  .  ■.,'■"_  .-, 
■V  j.  Filters  over  ranges  '■  •  '  '  t-.  ■"■'■  ■■'  •  .:■/''{  ■'■•■  ■  "  '  ' ..  ■.'.■■•■. 
•     k.  .  Steam  tables      ■        . ,      ^  .•/  .   ,,';';'.  ;    "  ."■";  v;  . .; .;  .  /  /C  .  '            .  '         .'.■•'' 

■  L  Deep  fat  fryer  ■■■.' ■.         '  :'_^',.'':''.  :\'' ■.     ■■''::■:'''■.../■./.   '■:  '"     '■■;'/  ''       ..■■'..■ 
m.  Coffee  urn  and  bag     ^'  ■'  '\'-'"\'  '■:    ■'■■    >,:  i.;'.'-:'. '■''■.•■-■' -,    ;.'•■.';;■,■.  .  ''     .' '   ' 
n.  Potato  peeler  .     ,'■!.    ■""^■,;",  .  .:'•.■.;■'   ;^,:'v'    ^^ '•  •■•:'i^ ,  ' '-,■     ;  '      ' 

0.  Slicing  machine        ■  '  ■  ■      ..._.:.  ,^.,  .*'.:'' ■■■•'^■"  .'"^'   ^:'^^.i-^-.'--^  -  )'  .     ■. 
p.  Ovens,  inside  and  outside     '  .'     '•      ,•■'.■■'■    ■:'     .'•••■•■■"   ^       •-'..• 

q.  Ice  machine        ,.  ,  •.;;■'■■   •■•.■::■■     •.    ■•■■'     .  -•      ■.     .    ,■    .   . 

:       r.     Sinks  '' '  ' '  .■'^'^:^'':'''^:''''^':%^-^''''.^   .^Z-^^}]  -'^  '  ■  '     '    ■ 

s-     Dining  area  '"  '■"    ;';    ■'"'';'  '■■'■'.  '^  '<■'■■'■■  ':'^  ■' ; 

t.     Handwashing  facilities  •   .•.■/  '■.'•■'■    "■■'  '  '    '.  ■     ■■. 

u„     Mess  kit  laundry  .•■.:.■  '      ■    ■•  .■  •.  ■ 

■  V.    Methods  of  waste  disposal  •:'.  '      '        ••  ■  ,•  ' .' ■  ':'■.■'■.    -.  ■ 

■  '     2c.    Leftovers.      .'":;'■.■'   ■  ..'.    '  ;/  ■./'•;■,.  '  ,•'."  :..  '     ■■•';'.,'     '■•■'■  .'..  ■  ' 

■■•      a.  How  much  v/as  left  over?  •      ,\- 

b.  V/ere  leftover  quantities  to  be  used  shown  in  red  on  the  Cook's  ■  •    :. 
Worksheet?  ■         . 

c.  What  was  the  disposition  of  the  leftovers?  ..     ,  ■ 

d.  What  action  was  taken  to  correct  overages  or  shortages?  ,_. 

e.  Were  progressive  cookery  methods  practiced? 

1.  Condiment  condition:    number  on  hand  and  typ.e  of  storage. 

3.    Administration.  •■-  '■  '    •      "• 

a.  Was  a  Dining  Facility  SOP  established,  posted,  and  in  use? 

b.  Was  a  Head  Count  SOP  established  and  available  to  the  head  counter? 

c.  Was  a  Menu  SOP  established  and  were  menu  SOPs  ref].ected  on  DA 
Form  3034  as  required? 

d.  Was  Cook's  Worksheet  completed  and  posted  and  being  followed  by 
cooks? 

e.  Was  AR  30-1  with  Changes  1  through  7  posted,  available  and  in  use? 


-4-1 


I.     Was  the  headcourxter  assigned  by  duty  roster  in  Grade  E-4  and 
.  .     above  ? 

g.    Were  all  diners  required  to  sign  the  appropriate  form  prior  to 

being  subsisted? 
^.rv•  .  .  h.    Was  DD  Form  1544,  Cash  Collection  Sheet,  available  and  in  use? 
i.     Was  DA  Form  3351,  Signature  Head  Count  Sheet,  available  and 

■,.    in  use? 

J.     Was  DA  Form  3032,  Dining  Facility  Meal  Register,  available 

and  in  use?  ■,■ 

■!  k.    Were  meal  cards  being  issued  and  a  meal  card  register  being 

-iXLaintained?  '      .  ,•    •       .     '      ' 

1.     Was  DA  Form  3033,  Headcount  Record,  being  used? 
m.  Was  DA  Form  2970,  Subsistance  Report  and  Ration  Request,  being 

used? 

n.    Was  the  master  menu  or  14  day  menu  being  foUov/ed  in  the  request- 
ing of  meals  ? 
.,  o.    Were  valid  annual  food  bander's  examination  certificates  posted 

'■    or  on  file?  ■  .;         ■■;  :■  ■,   .'■  •, 


■f'i'  '1.1 


4.     Over  all  conditions. 


a..  Food  handlers  cards  up  to  date  and  posted. 

bo  Appearance  of  personnel. 

c.  Personal  hygiene.   '.,.  ■  '   '•.  ;.-/''r-^- 

d.  Attitude  of  food  service  personnel.      "  ""^r  ■  J/, 

e.  Daily  cooks  m.eeting  being  conducted.,     y't' 

f.  Management  of  personnel. 

g.  On-the-job  training  program.  ,  .    ^^  ; 


ii-''  A-1 


v.  ^ .».  * 
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•  ■  V'  •     .  ,:'..  .-  •     ■     ANNEXE    .    ■  .  ■■ 

FOOD  SERVICE  OFFICER   . /;   ...;:'.-..'•   ._'■■     .     ; 

1.  ¥/ill  see  that  headcouriter  or  Dining  Facility  Sergeant  is  provided 
with  DD  Form  1544,  Cash  Meal  Payment  Sheet,  prior  to  the  serving 
of  the  m^al. 

2.  Win  complete  the  organization  or  dining  hall  starting  date,  current    ■ 
rates  for  food  cost^  surcharge,  and  per  diena  surcharge,  on  DD  Form 
1544,  prior  to  issue. 

3.  Will  review  and  sign  all  Cook's  Work  Sheets  for  .each  days  operation 
after  the  last  meal  of  the  day. 

4.  ¥/iU  review  and  sign  all  requests  for  subsistance  if  designated  by  the 

coinm.ander-:>  ':  ., .  ■-.    - 

5.  Will  coordinate  all  KP  requirements  with  the  orderly  room.. 

•3,    'Will  insure  that  an  on-the-job  training,  program  is  implemented. 
7.    Will  insure  that  a  Food  Conservation  Program  in  implemented.    ' 


Will  insure  that  cash  frona  the  sale  of  meals  is  properly  collected  and    •'. 
recorded  and  that  cash  collection  books  and  sheets  are  properly  safe- 
guarded and  turned  in, 

9.    Will  cooperate  with  the  Food  Advisor  during  his  visit  and  make  sure 

that,  any  problems  are  resolved. 

.CU  V/ill  check  Dining  Facility  Sergeant  for  organization  of  the  days  shift, 
completion  of  the  Cook's  Work  Sheet(s),   assignment  of  a  Headcount  NCO, 
and  for  access  to  necessary  forms. 


11.  Will  check  rations  for  correct  issue  with  the  Dining  Facility  Sergeant  so 
that  other  unit's  rations  are  not  consumed  in  error  and  that  required  rations 
are  on  hand.  .■•..■  .        ...  ■    '       . 

J. 2,    Will  assure  that  all  condiments  left  from  the  last  meal  are  consumed  be- 
fore opening  fresh  condiments,  i.  e.  sugar,   salt,  flour,   etc, 

13.,    Will  m.ake  sure  all  food  service  equipment  is  operable  prior  to  the  days 
shift  and  aiter  shift  is  over.    If  repairs  are  required,  a  report  is  made 
to  the  appropriate  headquarters.  . 

14.  Will  make  frequent  checks  to  insure  Cook's  Work  Sheet  is  being  followed. 

15.  Y/ill  assure  that  food  service  equipment  is  properly  miaintained  and  used, 
that  all  phases  of  sanitation  are  enforced,  that  food  is  not  v/asted,  nor 
stored  improperly.     That  all  leftovers  are  disposed  of  in  accordance  with 

current  retTJ.lations. 


E-&-i 


16.  Will  insure  that  all  personnel  have  immediate  medical  attention  in  case 
of  an  accident  or  illness.  -  .  :..,,„. 

17.  Will  conduct  a  fire  drill  with  each  unit.       ''.^  ■     :'''■•.'?.' 

18.  Will  insure  that  the  dining  facility  is  left  in  a  sanitary  condition  and  that 
all  personnel  are  out  of  the  building  before  it  is  secured. 

18,    Will  go  over  the  dining  facility  Closing  Inspection  Sheet  with  Dining 
Facility  Sergeant.  Unless  items  can  be  checked  "yes"  or  appropriate 
'"remax-ks"  made,  personnel  will  not  be  released  until  dining  facility  is 
prepared  to  be  closed.  -  ■  ^-    .      ••■     .       /•;■■,■       •    ..■  ..,      ..    '• 

?0,     iv/LAINTATN  A.  CLEAN  AS  YOU  GO,  SAFETY  FIRST,  ELIMINATE  DE-     • 
FECrsrBKVE  j^tLLOkllts  ASSIGiNMENT  AiND'FOOD  SEjr^ViCE  ATTiTiTDE. 


£-B-2 


■  ■'' .-^  <■-.'  J.^  ■.- •.                   .         ANNEX  C        :•    ':  •■■■•-: 

•••■'.'•■'                   DINING  FACILITY  SERGK4NT  ''      .    "  ■:  ■ 

1.  Will  establish  a  Dining  Facility  SOP.      .;.-.:..'■    '  •..■>■■■  .iy^;.  "   '. 

2.  Will  establish  a  Headcaunt  SOP.  \          ''.    :.,.y.^     .\;^-'-i  :  ■  :.:i  .i,v>    ^     '.:  ^;. 

3.  Will  establish  a  Menu  SOP  for  menu  items  which  do  not  vary  in  pre-  / 
paration  and  have  no  recipe.  "      .  '    ,  .         .    ■ 

4.  Will  keep  a  current  file  of  ARs,  FMs,  TMs,  to  enable  food  service 
personnel  to  im.prove  job  knowledge  and  skills.  ;>.  ..  '  .    - 

5.  Is  'the  direct  supervisor  of  the  Headcounter.        ■•        ■   -y  "  :,  •        :  .•■  :  ■ 

6.  Will  complete  the  heading  of  DA, Form  3351  and  DA  Form  3032  prior' 

to  issue  to  the  Headcounter.  ,    ,  . :    .    _  ,  •■..,-     .     .  . 

7.  Will  insure  that  the  Headcounter  understands  and  carries  out  his  re-' 
sponsibilities  as  outlined  in  the  Headcount  SOP.     ,  :      ....,,        .. 

8.  During  current  MUTA,  will  prepare  DA  Form  2970  and  Cook's  Work 
Sheet  for  the  nest  month's  MUTA.  ..    -        .  .    .  .  ..    . 

9.  Will  hold  a  m.eeting  for  all  food  personnel  at  the  beginning  of  each 
iroTA  day  to  make  assignments,  review  recipes,  SOPs  and  menu,   solve 
problems',  to  keep  cooks  well  informed,  and  to  correct  errors  made 
during  the  previous  m.eal  or  shift.  ■  .      '; 

10.  Will  supervise  the  actual  preparation,   cooking  and  serving  of  food. 

11.  Will  inspect  serving  lines  to  determine  the  quantity  and  quality  of  food 
being  served^        ,.      ■  ,   .    .  .  .  .    ,,  ,,   .-     ,   .         •._,.■ 

12.  Will  determine  troop  acceptability  of  food  items.  .    '  '     ."  " 

13.  Will  instruct  personnel  and  supervise  instruction  presented  by  other 

sta.ff  members  =  ■■'.'■''■■   ^    ■,■■    .  ■,  " 

14.  Will  inspect  personnel  for  cleanliness  and  insure  that  corrections  are 

raade  before  going  on  shift. 

15.  Will  establish  and  operate  a  constructive  food  conservation  program. 
15.    Will  maintain  an  equipment  replacement  program.  ,  ■     .        -  % 

17.  WiU  estimate  the  quantities  of  food  items  required  and  prepare  ration 

request  accordingly.  '■..... 

18.  Will  prepare  and  maintain  the  dining  facility  accounts,   records,  and 
related  reports,  ■•  ,''■■.. 


B'C-I 


19.  Will  study  bulletins  and  technical  manuals  relating  to  dining  facility 
operation.,        _  ■.■.,.•-.  •  •    ■- 

20.  ¥/ill  prepare  and  put  into  effect  a  daily  dining  facility  check  list  that 
includes  personal  hygiene^  sanitation,  food  preparation,   cookingj,  and  . 
serving  of  food. 

21«    Will  establish  and  maintain  a  constractive  on-the-job  training  program 
to  insure  cross  training  of  all  food  service  personnel  is  accomplished. 

22,    ¥/ill  evaluate  the  respective  abilities  of  cooks  and  make  recommenda- 
tions for  promotion  and  assignments. 

23o    Will  insure  that  proper  uniforms  are  worn  by  cooks,  i.  e,  ,  cook  v/hites 
for  garrison  operation,  and  fatigue  uniform  for  field  operation. 

24.    Will  keep  order  in  the  dining  facility  at  all  times.  ..      ,    ,  .  ^  ',  ,.:'.     ,; 

25.:.    l¥ill  not  permit  smoking  in  the  kitchen  area,  near  the  serving  line, 
nor  when  food  is  being  handled.     .    :  ■;  ,/  ^  ,  ■.,;  ;.■■         ";,,-.'... :'"'^, ,.  '  .:■/•.,'        ■  ..■ 
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■  ^  ^  ANNEX  D  •  • 

DINING  FACILITY  PERSONNEL 

1.  The  primary  duties  of  all  cooks  are  to  prepare,  cook,  and  serve 
foods.  .':■.■•;  .      - 

2.  Cooks  will  prepare  food  in  accordance  with  recipes  in  TMlO-412, 
Menu  Notes,  or  designated  SO Ps.  .     "  . 

3.  Cooks  will  follow  the  Cook's  Work  Sheet  to  insure  timely  preparation 

of  meals. 

4.  Cooks  will  follow  recipes  exactly  and  observe  the  prescribed  cooking 
times  and  temperalures  for  all  foods. 

5v.    Cooks  will  observe  all  rules  of  personal  hygiene,   dining  facility  and/or 
field  sanitation,   and  safety  when  preparing  food.  ,  ,  ... 

6.  Cooks  will  check  kitchen  utensils  often  to  be  sure  they  are  clean  and 
returned  to  their  proper  place. 

7.  Cooks  will  clean  all  knives  after  use  and  return  them  to  their  proper  . 
storage  place.  ,  - 

8.  All  cooks  will  have  a  valid  annual  food  handlers  examination.  '.    . 

9.  Cooks  must  be  clean  shaven,  inspected  for  neat  haircuts  (nets  must 
be  worn  if  hair  is  long),   short  clean  fingernails,  and  clean  uniforms  and 
aprons  at  the  beginning  of  their  respective  shifts.  .  . 

10.  Shift  schedules  should  conform  with  guidance  provided  in  para  2-8, 
FM  10-21.    The  practice  of  allowing  cooks  to  work  a  mil  day  when  three 
meals  are  to  be  served  is  a  poor  practice  and  should  be  discouraged, 
and  should  be  limited  to  emergency  type"  conditions  only.      ■      ' 

11.  Kitchen  and  serving  line  must  be  cleaned  after  every  meal.  .■  .  ' 

12.  Preparation  of  meals  will  follow  the  "Cook's  V/orksheet.  " 

13.  Ail  refrigerators  must  be  cleaned  each  day.  '     .■•■'••'. 

14.  Grills  and  ovens  m^ust  be  clean  at  all  times. 

15.  Kitchen  tables  m.ust  be  cleaned  prior  to  the  serving  of  the  m.eal. 

16.  Condim.ents,  if  open,  must  be  kept  covered  in  a  sheet  pan  under 

a  kitchen  table  neatly  arranged.  "... 

17.  Outside  area  miust  be  clean  and  garbage  and  trash  cans  m.ust  be 
kept  covered,   emptied,  and  washed  before  returning  them  to  the 

dining  fa cilitjr,  .  .  .  ■     •  ;. 


iz'D-f 


■  18.    A  policy  of  "clean  as  you  go"  will  be  in  effect  at  all  times. 

.19.    The  Dining  Facility  Sergeant  will  conduct  an  inspection  at  the  end    ■ 
-  of  shifts  and  v/hen  everything  is  in  order  cooks  will  be  released. 

20.  Cooks  will  assist  in  the  mopping  of  kitchen  floors  and  assist  in 

the  cleaning  o7"aIl  equipment  in  the  kitchen.        -  •  '  ' 

21.  Only  v/hen  the  Dining  Facility  Closing  Inspection  Sheet  is  properly 
completed  can  cooks  leave.     .  .  , 

22.  All  knives,  slicers,  and  other  hazardous  equipment  will  be  used, 

,  cleaned,  maintained  and  stored  by  food  service  personnel  only.       .   .    ;• 

■  23,    Effective  hair  restraints  will  be  worn  by  all  personnel  entering  and/ 
;"'  or  v/orking  in  the  food  preparation  and  service  area,  to  keep  hair  and 

.  •    dandruff  from- falling  into  food.    Hair  restraints  authorized  are  cooks 
hat  and/or  hair  nets. 

24^    Personnel  v/ill  not  resume  v/ork  after  a  visit  to  the  toilet  without 
first  washing  hands  v/ith  soap  or  detergent. 
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.  >^       ANNEX  E 
DINING  FACILITY  MENU 


I.  CHILLED  JUICES: 

Canned,  chill  ovemite,,  open  only  as  necessary »  Frozen  or  dehydrated^ 
foIlo\\r  instructions  on  can  or  pacl^age,  chill. 

2o  MILK: 

First  in  first  out „  Check  dates  on  cartons .  Daring  drills  milk  will 
be  placed  in  large  dispenser  -  6  galo  containers  will  be  used„  Fresh  milk 
will  not  be  used  for  cooking  purposes = 

3.  HOT  TEA: 

Tea  bags  when  available  will  be  placed  by  coffee  urn  (Hot  water)  self 
service , 

4„  ASSORTED  DRY  CEREAL: 

Serve  variety  from  cereal  rack  -  Self  service » 

5.  BUTTER:  '  '  ' "       " 

Patties,  keep  chilled,  serve  from  serving  line  pan  with  ice  chips « 
Change  pan  after  each  mealo  Tubs,  place  on  tables  before  meals ,  remove 
and  refrigerate  after  each  meal.,  Use  left  over  from  drills  for  cooking o 

6.  JAM  AND  JELLIES: 

Serve  variety  in  bowl  on  serving  line,  open  as  needed.  Keep  items 
replenished  on  line,,  Serve  individual  packs  when  available. 

7.  SYRUP: 

Canned,  heat  and  serve  as  needed,  serve  hot  from  steam  table  when 
available.  "Do  not  boil"o  Serve  with  hot  cakes  and/or  french  toast, 

8.  TOAST: 

Place  toaster  on  line,  toast  ahead  and  place  in  steam  table  when 
available,  melt  butter  and  butter  toast  w/brush. 

9o  BREAD:    '  •■-  ,  "  ''  '    ■.■•■.■•   ■  .-  --^   .-'   '  '  '  .-■•■ 

Open  as  needed,  serve  a  i^ariety  \A\en  possible,  remove  from  ivrapper, 
arrange  in  pan  for  self  service o 

10.  GARLIC  TOAST: 

Cut  loaf  in  slices ^  spread  with  mixture  of  garlic  and  butter  generously, 
heat  in  oven,  serve  hot,   (Do  not.  overheat) o 

II.  FRESH  FRUITS: 

Check  for  spoilage  upon  receipt.  Chill  ovemite.  Fruit  will  be  served 
ivithout  peeling,  wash  before  chilling,      -       ,  -i. . 

12,  GRAPEFRUIT: 

Cut  in  halves,  serve  chilled.  '    ";  ' 


^ 
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13.  BANANAS: 

Do  not  refrigerate,  serve  from  line ^ 

14.  MELONS: 

Refrigerate,  cut  accordingly,  serve  chilled,  .  , 

15.  CANNED  FRUIT:  '  .  . 
Chill  ovemite,  open  as  necessary.  .  Serve  on  line. 

16 .  CATSUP  AND  ?-ttJSTARD: 

Will  be  replaced  on  table  before  each  meal .  Remove  after  each  meal 
^T  refrigerate.  Individiial  servings  will  be  used  when  available.  Need 
not  be  refrigerated. 

17.  ASSORTED  RELISH  TRAY: 

Carrot  sticks,  celery  sticks,  sliced  onions,  green  onions,  tomatoes, 
pickles,  olives  -  arrange  in  pan,  garnish  well,  chill  and  serve.  "Tomatoes 
used  on  relish  tray  will  be  quartered  or  sliced." 

18.  GRATED  CHEESE: 

Open,  empty  into  bowl  and  place  on  line  for  service.  Use  self  service 
cartons  when  available. 

19.  CRACKERS:       '.'''■"'■     '"•   '^■"''•'  •     •- 
Serve  with  soup  and  salads.  Place  on  line  for  self  service. 

20.  ICE  CKEMA:  f   ' 

Serve  from  freezer  as  needed  of,  remove  from  freezer  as  needed  and 
serve  from  line.  Keep  iced. 

21.  ASSORTED  SLICED  COLD  CUTS: 

,-.  Follox\r  instructions  on  cooks  work  sheet,  chill,  garnish,  serve. 

22.  POTATO  CHIPS: 

Potato  chips,  remove  from  package.  Place  in  pan  for  self  service, 

23.  LEMON  WEDGES:  "  ■ -,  '  " 

Cut  lemon  into  wedges.  Place  in  bowl  on  line.  Serve  chilled  as  needed c 

24.  SALADS  AND  DRESSINGS:         '  ' 

Salads  will  be  chilled  when  served  cold,  a  choice  of  three  salad 
dressings  will  be  made  available  whenever  possible. 

25.  SOUPS:  .     '  ."  .  "   ,  , 
Soups  will  be  served  hot  with  crackers  or  croutons. 

26.  CPANBERRY  SAUCE:  ,  .  "  ' 
Chill  ovemite  in  cans.  Open  and  cut  into  uniform  pieces  and  serve 

from  sheet  pan. 

27.  CROUTONS: 

Dice  bread  and  toast  in  oven.  Season  with  melted  butter  and  grated 
cheese,  serve  crisp  with  soup.     ,•  , 
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28.  ROAST:  \  'y' 

Slice  roast  on  line  and  serve  as  needed.  "Do  not  slice  in  advance." 

29.  NON-FAT  DRY  MILK: 

Non-fat  dry  milk  will  be  used  for  all  cooking  purposes. 

30.  EGGS  TO  ORDER: 

Eggs  to  order  \nll  be  served  from  the  grill  on  the  line.  Eggs  will 
be  left  out  ovemite  by  shift  going  off  duty. 

31.  COFFEE: 

Coffee  will  be  prepared  no  sooner  than  30  min,  before  each  meal.  Pots 
or  urns  xdll  be  cleaned  after  each  meal, 

32 .  BACON: 

Will  be  prepared  in  deep  fat  fryer  when  available. 

33.  SMOKING: 

Smoking  will  not  be  allowed  at  any  time  in  the  kitchen  or  near  the 
serving  line. 

34.  REFRIGERATOR: 

Will  be  cleaned  at  the  beginning  and  end  of  every  drill.  During  camp, 
cleaned  right  after  breakfast. 

35.  KNIVES: 

Will  be  cleaned  and  sharpened  daily  by  the  cooks,  during  camp^  cleaned 
and  sharpened  after  the  last  meal  on  ^iJTA  4's. 

36.  KITCHEN  FLOORS: 

During  ^CfTA  4's  floors  will  be  broomed  with  soap  and  disinfectant  and 
floor  drains  will  be  cleaned  after  the  last  meal.  During  camp,  floors  will 
be  cleaned  after  the  last  meal.  During  camp,  floors  will  be  cleaned  the 
same  way  after  the  supper  meal. 

37.  DINING  ROm: 

Floors  will  be  swept  after  every  meal  and  mopped  at  the  end  of  last 
meal  of  day.  Tables  will  be  cleaned  with  water  and  vinegar  after  each 
meal .  (Do  not  soap) , 

38.  STEAM  TABLE:  ■  ■.      -     .,  ,.     ■  ■ 
Will  be  drained  and  cleaned  daily. 

39.  Cooks  will  be  properly  clothed  and  wearing  hats. 

MAINTAIN  A  "CLEAN  AS  YOU  GO"      . 

40.  All  trays,  silverware,  cups  and  bowls  will  be  washed  before  the  noon 
meal  on  Saturdays  on  MIITA  4's. 
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ANNEX  F 
DINING  FACILITY  HEADCOUNTER 

Section  I 

General 

1.  Purpose :  To  provide  guidance  and  detailed  procedures  for  the  Dining 
Facility  Headcounter. 

2.  Applicability:  This  SOP  applies  to  each  person  detailed  as  headcoun- 
ter at  each  respective  dining  facility.  Each  headcounter  will  read  this 
SOP  upon  assumption  of  duty. 

3.  Headcount  Folder  Contents: 

a«  Sample  DD  Fom  714  Meal  Card. 

b.  Sample  DA  Forni  3351  Signature  Headcount  Sheet. 

c.  Sajnple  DD  Form  1544  Cash  Meal  Payment  Sheet. 

d.  Sample  DA  Form  3032  Dining  Facility  Meal  Register.     ,  ,^ 

e.  Sample  DA  Form  3033  Headcount  Record. 

,  i  ,,    Section  11 

Duties  and  Responsibilities 

1,  Dining  Facility  Officer:  The  Dining  Facility  Officer  will  insure 
that  the  folloi\ring  is  accomplished : 

a.  Headcounter  has  read  and  understands  the  contents  of  this  SOP„ 

b.  Headcounter  complies  with  all  instructions  contained  in  Section 
III,  Procedures. 

c.  Respective  Dining  Facility  ?fenager  supervises  the  actions  of  the 
headcounter „ 

d.  Inspects  the  forms  completed  by  the  headcounter. 

e.  Supply  the  headcounter  with  cash  meal  payment  sheets  after  filling 
out  the  heading  to  include:  organization,  starting  dates,  current  rates 
for  food  charges,  surcharges  and  per  diem.  The  form  will  then  be  signed 
in  the  column  provided. 
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£o  Receive  a  signature  on  the  cash  meal  payment  sheet  transfer 
control  voucher  for  sheets  issued  to  dining  facility  manager  or  the 
assigned  headcountero 

2.  Dining  Facility  Manager:  The  dining  facility  manager  is  the  Icey  to 
good  dining  facility  operations.  He  is  responsible  to  the  dining  facility 
officer  for  the  operation  and  control  of  the  dining  facility „  Fie  will 
perform  the  duties  of  the  dining  facility  officer  during  his  absence »  He 
is  also  responsible  for  the  following: 

a.  Direct  supervisor  of  the  headcounter. 

b.  Insuring  that  the  headcoimter  reports  on  time  and  is  released 
upon  the  conpletion  of  his  duties, 

Co  Insuring  that  the  headcounter ' s  signature  is  legibly  recorded  on 
all  necessary  forms « 

d.  Posting  of  this  SOP  in  the  headcounter ' s  folder o 

e.  Complete  the  heading  of  the  DA  Form  3351  and  3032  prior  to  issuing 
them  to  the  headcounter o 

f .  Insures  that  the  headcounter  xmderstands  and  carries  out  his  respon- 
sibilities. 

^"  Headcounter :  The  headcounter  is  detailed  to  the  dining  facility  accor- 
ding  to  a  duty  roster.  His  duties  and  responsibilities  are  as  follows: 

a„  Report  to  the  respective  dining  facility  15  minutes  prior  to  ser- 
ving time» 

b.  Review  this  SOP  and  comply  with  it  and  any  other  special  instruc- 
tions from  the  dining  facility  officer  or  dining  facility  manager = 

c.  Insure  that  he  understands  all  instructions  contained  in  Section 
III,  Procedures, 

d.  Report  all  violators  of  procedures  set  forth  in  this  SOP  to  the 
dining  facility  officer  or  dining  facility  manager. 

■■"  "■'   "J  ■  '  ■        ■■'■•■    •  Section  III 

Procedures 


lo  The  dining  facility  manager  will  insure  that  the  headcounter  has  in 
his  possession  the  Headcounter ' s  Folder  containing  the  following: 

a.  DA  Form  3351  Signature  Headcount  Sheet. 

b.  DD  Form  1544  Cash  Meal  Payment  Sheet, 
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c,  DA  Form  3032  Dining  Facility  Meal  Register, 

d,  Sufficient  change  for  cash  meals. 

e,  A  copy  of  this  SOPo 

f ,  A  current  list  of  all  personnel  holding  meal  cards  (DD  Form  714) 
from  the  units  supported o 

g,  A  current  list  of  all  personnel  esq^ected  to  reimburse  the  govern- 
ment  for  meals  consumed „ 

h.  DD  Form  3033  Headcount  Record. 

2.  The  headcounter  will  adhere  to  the  following  procedures: 

a.  Reports  to  duty  at  the  designated  time,  and  obtains  the  Headcoun- 
ter *s  Folder  from  the  dining  facility  manager.  Inspects  folder  to  insure 
that  the  contents  specified  in  Section  III  are  coiipleteo 

b.  Takes  up  his  position  in  the  area  designated  by  the  dining  facility 
manager . 

c.  Checks  meal  cards  (DD  Form  714)  and  other  required  identification 
to  insure  that  only  authorized  persons  are  allowed  entry  into  the  dining 

facility, 

do  Require  each  individual  who  consumes  a  meal  and  who  is  assigned 

or  attached  to  the  unit  and  authorized  to  subsist  without  reimbursement 
to  legibly  sign  his  name,  meal  card  niBiiber,  and  unit  to  which  they  are 
assigned  or  attached  on  DA  Form  3351 ,  In  those  dining  facilities  where 
all  personnel  required  to  sign  the  DA  Form  3351  are  from  the  same  organi- 
zation, the  unit  (abbreviated)  column  need  not  be  used, 

e.  Require  each  individual  who  consumes  a  meal  and  who  will  reimburse 
the  government  for  meals  furnished  to  enter  his  signature  (as  normally 
written) ,  grade  and  cost  of  the  meal  as  required  in  the  prescribed  columns 
of  the  cash  meal  payment  sheet. 

f ,  At  the  end  of  each  meal  the  headcounter  will  compute  the  number 
of  meals  constmied  as  reflected  on  DA  Fonn  3351,  DA  Form  3032,  and  DD  Form 
1544  plus  any  box  lunches  and  record  the  total  figure  on  the  DA  Foim  3033 
(Headcounter  Record)  and  DA  Form  3034  Cooks  Work  Sheet. 

g„  At  the  end  of  each  meal  the  headcounter  will  place  his  signature 
and  grade  in  the  appropriate  column  of  the  DA  Form  3033  Headcount  Record, 

h.  After  the  last  meal  of  the  day  DD  Form  1544  Cash  Collection  Sheet 
will  be  signed  by  the  headcounter  as  prescribed  in  para  4-28  C(2)  AR  30-1. 
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Section  W 
References 

1.  M  30-1  w/Ch  1-6  The  Array  Food  Service  Program. 

2.  FM  10-23  Army  Troop  Feeding  Operations. 
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MEAL  CARD 


SERIAL   NO. 

NI  103 


ISSUED  TO  (Laet  name  -  lirat  -  middle  Initial) 

NEUMILLER,    JOHM  A. 


ScBVlCEHO./   SSanOH  31DG£»0. 

000-00-000 


OATE    ISSUED 


19   Jan  77 


xz  u 

H  fsj  u. 


TVPEONAME.  GRADE.  TITLE.  AND  ORGANIZATION 


JOHN  D.- DOE  CFT,   INF 


^^iJ^  AV    ^'CW^ 


5D  I    siS^I    714     PREVIOUS   EDITION    IS   OBSOLETE. 


iNsiRuaiONS 

This  m«ol  card  is  iisuiKJ  to  perwrn  •nlilird  to  m»ali  without  chotj*  and  ij 
valid  Ofily  wh«n  prewnM  by  th«  individual  whon  lijngfurs  oppMrj 
b«]ow. 

Maol  card  will  b»  lurn.d  in  to  tha- outhorizinfl  official  wh»n  ony  oMh« 
following  condition!  eaiit: 

o.    When  »ub«ijtenc«  without  chorga  ii  no  longar  authofij»d. 

b.  Upon  p^fmonent  chang»  of  llotion. 

c.  Wh«n  individual  h  uporattd  from  th«  s*rvic4, 

d.  When  individual  ij  in  o  TOY  or  l»ovt  stotui. 

Violotion  of  thins  initructioni  or  unoulhoriz.d  usb  of  cord  will  jubj*:! 
ofJonder  to  diiciplinory  oction. 
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DEPUTY    CHIEF   OF   STAFF    FOR    LOGISTIC;. 


'■  ■■  ■'  ■  ':  ■      ANNEX   G    }  .  ,  •:" 

KITCHEN  STOREROOM 

1.  The  storeroom  wUl  be  kept  clean  and  neat  in  appearance  at  aU  times. 

2.  A  proper  segregation  of  stock  by  day  and  by  meals  will  be  maintaL^ed 
See  para  130a(l 7)  FM  10-23.  .  j-t.<ij-ea. 

3.  No  items  wiU  be  stored  directly  on  Hoots.     (Use  dunnage. ) 

4.  No  food  wiU  be  stored  near  steam  pipes.    :         >  .    - 

5.  A  proper  rotation  of  food  stocks  must  be  maintained  at  all  times     '    ' 
on  a  first-in,  first-out  basis.  ...  .  .-r 

6.  The  storeroom  will  be  locked  at  night.     (If  applicable. )     ' 

7..   All  cleaning  materials  will  be  stored  elsewhere.  ^-  : 

8.    Windows  are  to  be  properly  secured  at  all  times.      ■■     '  '..  '  ';    . 

9c    Excesses  are  to  be  held  to  an  absolute  minimum.        ; 

,  10      Nonrefrigerated  perishables  are  to  be  inspected  upon  receipt  and 
all  signs  oi  deterioration  removed.    A  continued  daily  inspection  for 
deterioration  should  be  maintained. .  ...    \  ■■  .        . 

11.  Salt  and  pepper  containers  must  be  refiUed  after  each  meal.    ' 

12.  Napkin  holders  must  be  refilled  after  each  meal. 

13.  Pots  and  pans  will  be  stacked  properly  on  pot  and  pan  rack. 

14.  Do  not  store  any  lids  other  than  roasting  pan  lids  on  the  pot  and    " 
pan  rack.       . 

15.  Opened  cans  of  dry  food  items  will  be  kept  covered  during  the' 

time  of  storage.  .  t.  •- ^'=  .       , 

^%  ^P-f^'^  l^""^  "^n^rns,  jellies,  ketchup,  mustard,   or  salad  dressing 
will  be  stored  under  refrigeration.  uxessm^ 

17.     Storeroom  will  be  cleaned  after  each  meal.     Food  items  will  be  olaced 
on  storeroom  shelfing  right  side  up,  labels  out  and  for^vard.  ^ 

items^^'^^'^^'''"  correct  storage  will  aid  in  the  proper  use  of  nonperishable 
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■'  ,:•..:  ANNEX  H     ;  ■ 

TRAY  ROOM 

1.  Dishwasher  water  will  be  kept  between  150  and  160  degrees  at  all  times. 

2.  Rinse  water  will  be  kept  at  180  degrees.  ... 

3.  Garbage  cans  will  be  emptied  and  washed  in  hot  soapy  water  after 

each  meal.  .       '        .  ■   .  ■       .  •       " 

4.  Dish  washing  machine  will  be  scrubbed  inside  and  out  after  each  meal. 

5.  Tray  room  floor  will  be  cleaned  after  each  meal  and  all  drains  will 
be  cleaned, 

6.  All  sinks  will  be  cleaned  and  wash  water  changed  frequently.    .  - 

7.  All  dinnerware  will  be  cleaned  and  stacked  as  neatly  as  possible, 
air  dried  and  placed  in  the  proper  dispensers.    Arrange,  dinnerware  so    . 
as  to  keep  eating  portion  from  being  handled  by  other  personnel. 

8.  As  soon  as  trays^  etc.   are  washed  and  tray  room,  is  cleaned,  tray- 
man  will  report  to  the  shift  leader  or  first  cook  for  further  instructions. 
No  more  than  160  trays  will  be  stacked  on  the  tray  racks. 

9.  DO  NOT  LET  THE  HOT  WATER  RUN  ANY  LONGER  TILAN  NECESSARY, 
THIS  WILL  ASSURE  PLENTY  OF  HOT  WATER  WHEN  NEEDED. 

10.  SMOKING  IS  NOT  PERMITTED  IN  THE  TRAY  ROOM  OR  KITCHEN 

ARELA. 

11.  Soap  and  rinse  for  the  dishwasher  will  be  handled  by  the  NCOIC  of 
■the  Dining...Facilitv.    .     ...   /   \ 

12.  Prior  to  washing,  all  equipment  and  utensils  will  be  pre-rinsed  and/ 
or  prescraped,   and  when  necessary,  presoaked  to  remove  heavy  food 
particles, 

13.  When  manual  dishwashing  is  routinely  employed,  .equipment  and  uten- 
sils v/ill  be  thoroughly  washed  with  a  clean  hot  detergent  solution  in  a 
first  sink,  then  rinsed  in  a  second  sink  to  remove  detergent  and  abrasives, 
followed  by  immersion  in  a  third  sink  for  sanitation.    Wire  baskets  v/ill 
be  used  for  inamersion  in  the  second  and  third  sinks.    Immersion  in  the 
third  sink  will  be  for  one  minute  at  180  degrees  Farenheit  v/ith  a  ther- 
mometer indicated  and  booster  heater  provided. 

14.  When  dishwashing  paachines  or  sinks  are  not  available,  a  mess  kit 
laundry  will  be  set  up.  ^  See  Annex  I.  '      ,  ... 
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;■■..■  [   ■     ■  '      ANNEX  I  \        ■  ■     '■■ 

'  WASHING  FACILITY  (MESS  KIT  LAUNDRY) 

1.  A  mess  kit  laundry  consists  of:  '  ;    "      • 

a.    Three  (3)  32  gallon  cormgated  cans 

*  •■'•■','.■ 

■      b.    Three  (3)  Imnaersion  Heaters  '    .  ;V^         ■•   ' 

2.  Three  corrugated  cans  or  other  similar  receptacles  placed  in  a 
row,  are  required  for  washing  mess  kits,  one  wash  line  of  three  cans 
will  be  provided  for  every  80  men,       ^.  _  •      /  ■{'  .     •   . 

3.  A  mess  kit  wash  line  consists  of  one  hot  watervvith  soap  150  degrees 
Fahrenheit,  two  cans  with  clear  water  which  is  kept  boiling  throughout 
tlie  washing  period.  •     .,       .  ■  '^-^      ..... 

4.  A  long  handled  brush  m.ust  be  provided  to  assist  in  the  washing  also  a 
garbage  can  will  be  placed  near  the  wash  line  for  the  disposing  of  waste 
from  mess  kits  or  trays.  - 

5.  A  can  of  clear  boiling  vrater  will  be  placed  at  the  head  of  the  serving 
line  to  allow  each  man  to  pre-dip  his  mess  kit  or  tray  before  being 
served. 

6.  The  following  procedures  will  be  used  for  cleaning  mess  kits  or  other 
equipment: 

a.  Scrape  the  food  particles  from  the  mess  kits  into  a  garbage  can 
or  pit.  .        .  ' 

b.  Wash  the  kit  or  tray  in  the  first  container  of  hot  soapy  water, 
using  a  long  handled  brush.  .       ,  .     . 

c.  Rinse  the  kit  or  tray  in  the  second  can  of  boiling  clear  water  by 
dipping  it  up  and  down  several  times.  .  .      - 

d.  Disinfect  the  kit  by  immersing  it  in  the  third  contained  of  boiling  _ 
clear  water  for  several  seconds.  .  •  . 

e.  Shake  the  kit  or  tray  to  remove  the  excess  v/ater  and  allow  it  to 
dry  in  the  air.  •  .  '.  .  ■      "  ■       _ 
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ANNEX  J  .     . 

OUTSIDE  MAN      '  ;'• 

1.  Will  maintain  an  adequate  police  around  and  under  the  building. 

2.  Will  insure  garbage  cans  are  cleaned  after  each  meal,  or  after  being 
emptied.. 

3-    "Will  insure  cans  are  kept  off  the  ground,  in  good  condition,  and  have 
tight  fitting  lids.  ■  .        .  •  . 

4.  Will  insure  v/aste  is  properly  segregated  and  labeled  or  placed  in  dump- 
sters.    All  cardboard  boxes  will  be  flattened  before  placing  in  the  dump- 

S  tSi'S  * 

5.  Will  insure  garbage  rack  is  kep  clean  and  sprayed  to  prevent  insect 
breeding,  ' 

6.  Will  insure  no  refuse  is  found  on  the  ground.  '•  ■'••.'         "    ' 

7.  Will  insure  proper  disposal  of  tin  cans,   sacks,   egg  crates,  cartons,  etc. 

8.  Will  keep  mops  hanging  head  down,  in  clean  serviceable  condition; 
v.nll  keep  brooms  placed  neatly  in  rack.  Mops  m.ust  be  thoroughly  cleaned. 

9.  Will  perform  any  other  related  duty  required  by  the  Dining  Facility'- 

Manager. 

10.  Will  be  alert  for  any  items  that  m.ay  be  taken  from  the  Dining 
Facility  and  report  any  irregularities  to  the  Food  Service  Officer  im- 
mediately. -         " 

11.  Will  supervise  usage  of  dumpster.    Wet  garbage  will  not  be  placed  in 
dam.pster.     Cans  will  be  flattened  before  placing  in  dumpster. 

12.  Will  insure  that  garbage  cans  are  only  filled  only  to  v/ithin  4  inches 
of  the  top, 

13.  Garbage  spilled  from  cans  will  be  cleaned  up  immediately. 

14.  The  area  around  the  dining  facility  will  be  policed  often  for  trash, 
and  will  be  kept  neat  and  clean  at  all  times. 
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''-  •      .     ^     .  "    '  ANNEX  K     :  ■■■■■,•■": 

':^  POT  AND  PAN  MAN  '■'       .■       "■   "/ 

*^  '  '  " 

1.  All  pots  and  pans  will  be  washed  and  rinsed  in  hot  water  and  stacked 
as  neatly  as  possible  so  as  to  air  dry. 

2.  Trash  cans  will  be  enaptied  and  washed  as  frequently  as  needed.         . 

3.  Pot  and  pan  man  will,  serve  as  outside  man  as  needed,     ■'.. 

4.  Wash  water  will  be  changed  whenever  it  becomes  cool,  greasy  or 
dirty.    It  will  be  kept  hot  as  the  hands  can  stand.  •■  ./ 

5.  To  conser-vre  hot  water,  do  not  let  the  hot  water  run'  any  longer 

than  necessary. .  ,..■  "=  ■■'..■ 

6.  The  floor  around  the  pot  and  pan  area  will  be  kept  clean  and  free 
from  garbage  and  litter.     Drainswillbekeptcleanafalltim.es. 

7.  Pot  and  pan  man  will  assist  the  cook  in  the  general  clean-up  of  the 
kitchen.  •    _         ..":...    :•■:.•.  ■■.....  • 

8.  KP's  will  not  leave  the  dining  facility  at  anytime  unless  directed  to 
do  so  by  the  Dining  Facility  Sergeant.         .  • 

9.  Smoking  is  not  allowed  at  any  time  in  the  kitchen  area.  ;        .    ■■. 

10.  Maintain  a  "Clean  as  you  go"  policy. .  •,.,"'■.   '    .;;■'.■■■•.■■•••        '• 

11.  Heavy  food  particles  will  be  scraped  from  pots  and  pans  and  placed 
in  garbage  cans  prior  to  v/ashing. 
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ANNEX  I^  .         .  *     ^ 

DINING  ROOM  ORDERLY      '         "   .       •  • 

Dining  Room  Orderly  will:  .  "    ■  '/.'- 

1 .  Clean  the  dining  area  as  required,  to  include  the  tables  (top,  legs 
and  underneath),   chairs  (legs,  supports  and  underneath),   and  other 
allied  equipment  (window  sills,  steam  pipes,  rafters,   door  frames, 
radiators,  moldings).  ;  .      ■    •      .'  }\ 

2.  Sweep  and  naop  the  floor  after  each  meal  and  buff  the  floor  at  least 
once  daily.  ■  ,    ■     . 

3.  Wipe  table  or  table  cloths  with  a  damp  cloth  after  each  meal.    Use 
vinegar  and  hot  water  solution.     DO  NOT  USE  SOAP.    '-'      '  ;. 

4.  Maintain  an  adequate  supply  of  milk  in  the  dispenser.     Single  service 
cartons  (when  dispenser  not  available)  to  be  taken  from  refrigerator  as 
needed.    .  .  ..        -    , .- V  .     ■- 

5.  Insure  an  adequate  supply  of  dinnerware  and  utensils  on  hand  during 
each  meal.  ■      -  .,••■. 

6.  Condict  police  call  outside  of  building  at  least  twice  daily,-         ..■      - 

7.  Perform  any  other  duties  that  might  be  assigned  by  either  the  Dining 
Facility  Manager  or  shift  leader. 

8.  Mop  the  exit  steps  in  the  Dining  Facility.     ,  ■  ;  '   "" 

9.  Check  to  make  sure  salt,  pepper,  and  napkin  holders  have  been 
cleaned  and  refilled  after  each  meal.  •.  -    .  .        ■  . 

10.  Supervise  troops  cleaning  trays  to.  help  eliminate  loss. of  eating 
utensils .  '■„.,■  .■■•■:■  ; .  ■  ^ 

11.  Supervise  segregation  of  edible  and  non-edible  garbage  to  improve 
sanitation.  .,■_;■      /■•-    .      "    '..';.:?■•  -,..•.'. 

12.  Insure  salt,  pepper  and  sugar  containers  are  filled  after  each  meal. 

13.  Empty  salt,  pepper,   and  sugar  containers  after  the  last  meal  of 
the  day  and  refill  prior  to  the  first  meal  of  the  next  day. 

14.  Clean  all  condiment  containers  after  each  meal. 

15.  Clean  dining  roonn  in  accordance  with  para  2 -14b,   FM  10-23. 
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-  "       ,  .      ■■      ANNEX  M    '    .' 

KITCHEN  AREA  ■    -..'■'/'-  \ 

1.  NO  SMOKING  ■  signs  %yill  be  posted  in  conspicuous  places.    Please 

observe  posted  signs  in  the  dixiing  facility.  '.•  '  ■  ^  •■■     .      '    . 

2.  Cooks  v/ill  be  properly  dressed  and  v/earing  hats.    Hats  must  be  v/orn 
by  all  personnel.    Psrsorjiel  out  of  uniforra  {without  hats)  are  siibject  to 
being  red-Hned.  .•-....• 

3.  Unauthorized  personnel  are  not  to  be  in  the  kitchen  area.        ■■■  .-    ■ 

4.  Windows  and  sills  v/ill  be  clean^  screens  in  place  and  in  good  repair. 

5.  Ranges  will  be  free  of  dust,   rust,   excessive  greaseV  and  spillage  burned 

on  the  surface  of  the  ranges.  ...  ',        ,..'.' 

8.    All  equipment  cleaned  AS  YOU  GO.  •      .;.  ■....■■.    :''.'.' 

7.  Shelves  a.nd  pot  storing  areas  cleaned  and  free  of  metal  scrapings- 
Pots  and  pans  stacked  neatly  as  noted  on  the  pot  and  pan  rack  in  the 

storeroom.  .       ■.  ■- 

8.  Baking  pans  covered  to  prevent  rust.  ■  *.      - 

9.  Pov/er  mi:-cer  clean  and  oiled  according  to  instructions, 

10.  Steam  table  and  serving  area  v/ill  be  clean  and  free  from  objects  not 

belonging  to  this  area,  ..  .  .... 

11.  All  personnel  -.vill  be  properly  instructed  in  procedures  for  opera- 
tion of  all  equipm.ent,  including  lighting  of  ranges.   (Handles  will  be 
turned  in  the  proper  v/ay,  not  forward. }       ,  . 

12.  Areas  under  ranges^  steam  table,  v/ork  tables,  etc.,  v/ill  be  clean 
and  free  from  food  spillage.  Cooks  will  assist  in  the  mopping  of  kitchen 
area^  storeroom,  and  cleaning  of  refrigerators. 

13.  Equiprr-.ent  will  be  in  good  repair,   all  malfunctions  will  be  reported 

to  proper  author-ity,  ■       .  ■  •     ""  ■         ' 

14.  HOODS  ABOXn?  PANGSS  WILL  BE  CLEAN  AND  GREASE  FREE. 

15„  DO  NOT  PULL  ANY  MASTER  SViTTCHES  AT  END  OF  SHIFT  UNLESS 
YOU  KNOW  WHAT  THEY  TURN  OFF.  MOST  SWITCHES  TURN  OFF  THE 
REFPJGERATION  EQUIPMENT.  .  ,  ... 

15.  Food  preparation  tables  and  other  work  surfaces  v/ill  be  cleaned 
after  each  use.  _  ,  - 

<"  >.'V  ■      -  ■        '.  ■ 

.        ^  V'  ■  ■       .    • 


17.    Other  items  of  equipment  will  be  cleaned  after  each  use  as  specified 
.  ^inTM  10-415.  /...-.,:•      „-  ,       .    ,.   ■     .  .    .  - 

*•  18.    Kitchen  fans  should  be  wiped  daily  and  cleaned  thoroughly  after 
-being  used  21  times.  •  ..  -  .  ■;■  -y  .  ,  <•  _•;,<-  ,  ■  •  ■■.  /-^  ..■.■■  ■:  ■      ■:■.,:•  ,; 

19.    Windows  will  be  cleaned  with  a  solution  of  hot  v/ater  with  one  table- 
spoon of  vinegar.     ./•'       :.    .         '      ■•■     -..-  i:-         ;  ■::  ^.    '■■-    ■■   "        -    ■    ■ 
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;   '  REFRIGERATION  AREAS  '        .,  ■       .■ 

1.  Ice  chests  will  be  clean  inside  and  out.    USED  FOR  ICE  ONLY. 

2.  Frozen  food  cabinet  will  be  cleaned  inside  and  out  and  properly  de- 
frosted.    Defrost  before  1/2  inch  ice  is  formed  on  sides. 

3.  Refrigerators  will  be  cleaned  outside  as  needed  and  the  inside  cleaned 
thoroughly  every  day  in  accordance  with  TM  10-415.  .  ...       -    . 

4.  Storage  of  items  in  refrigerators  will  be  in  accordance  with  FM  10-23. 

5.  Walk-in  boxes  -will  be  cleaned  thoroughly  every  morning  and  as  needed. 
Food  stored  in  same  manner  as  in  FM  10-23. 

6.  Areas  around  refrigerators  will  be  kept  clean  and  dry  at  all  times. 

7.  Food  itenis  stored  in  refrigerators  will  be  kept  covered.       .,  .  .         . 

8.  No  pots  and  pans  will  be  stored  in  refrigerators  or  on  top  except  upon 
dunnage  one  inch  or  more  above  refrigerator  surface  and  then  only  if 
other  storage  space  is  lacking.  '    ,    ,     .  ■  .      . 

9.  Thermometers  will  be  checked  regularly  to  insure  they  are  working 
properly  and  that  temperatures  are  maintained  at  40  degrees  or  belo\v. 
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;'•...  .   LEFTOVERS  (TO  BE  USED)  .    ■  '•  ,        "• 

,    •  ;-      1.    The  proper  preparation  and  serving  of  food  can  reduce  the  amount  of 
:  ."  ■       leftovers.  \.  ■ 

'    r  2.    Cooks  will  follow  recipes,  and  proper  portion  control  to  reduce  the 

i  amount  of  leftovers,  .  ,       .. 


( 


3.  Dining  Facility  Sergeant  will  check  with  the  First  Sergeant  prior  to 
the  preparation  of  the  m.eal  to  determine  the  number  of  personnel  pre- 
sent for  that  day.  ;• 

4.  The  dining  Facility  Sergeant  will  adjust  the  anaoant  of  food  to  be  pre- 
pared accordingly  as  he  fills  in  the  Cook's  Work  Sheet. 

5.  Quantities  of  leftovers  to  be  used  v/ill  be  recorded  in  red  in  the  ap- 
propriate column  of  the  Cook's  Work  Sheet.  .  :  ,; 

6.  Quantities  of  leftovers  to  be  used  will  be  carried  forward  on  a  sub- 
sequent Cook's  Work  Sheet, 

7.  Leftovers  to  be  used  will  be  entered  on  the  next  work  sheet  v/hen 
practical.  ,,■..-      ,     ,,-,-,w:-.        ..        ■     ■-'■.'/• 

8.  Leftovers  to  be  used  will  be  used  within  24  hours.   '  :  ■' 

9.  Leftovers  will  be  stored  under  refrigeration  until  used.  .  .  ■  / 

10.  Leftovers  shall  be  changed  from  their  original  appearance  whenever 
possible.  ...  .    ■    ■ 

11.  Leftovers  shall  be  incorporated  into  another  dish  whenever  possible. 

12.  Leftovers  shall  only  be  used  once  as  a  leftover.    '    ' "-     ,      '    '    ;       : 
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